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I. LINH VUC CHUNG THUC

1. Thi tuc cip ban sao tir s6 géc

1.1. Pon vi: UBND x4 Tan Loi

- Ma tha tuc: 2.000908.000.00.00.H55

- S6 quyét dinh: 1322/QD-UBND

1.2. Loai thu tuc: TTHC khong dugc luat giao cho dia phuwong quy dinh hodc quy
dinh chi tiét

1.3. Linh vwe: Ching thuc

1.4. Trinh tw thuc hién:

+ Ngudi yéu cau cap ban sao tir s6 goc phai xuat trinh cac giay to phuc vu cho yéu
Cau cap ban sao tir s6 goc. Truong hop nguoi Yéu cau cap ban sao tir s6 gbc giri qua buu
dién thi phai giri kém theo ban sao cd chiing thuc gidy to theo quy dinh.

+ Co quan, t6 chirc can cir Vao s6 gbc dé cap ban sao cho ngudi yéu cau; noi dung
ban sao phai ghi theo dting noi dung di ghi trong s6 goc.

+ Trong trudng hop khong tim thdy s6 géc hoic trong sé gbc khdng cé thong tin vé
noi dung yéu cau cip ban sao thi co quan, t6 chic dang luu gitr s6 goc o trach nhiém
tra 101 bang van ban cho nguoi yéu cau.

+ Nguoi yéu cau cap ban sao tir so6 géc nhan két qua tai noi nop ho so hodc qua
buu dién (néu ndp qua buu dién).

1.3. Céch thirc thuc hién: Nop ho so truc tiép tai co quan, t6 chic luu s6 goc hoic
guri yeu cau qua buu dién.

1.4. Thanh phan ho so:

+ Truong hop nop truc tiép thi xuét trinh ban chinh hodc ban sao c6 chang thuc
gidy chirng minh nhan dan hozc ho chiéu con gia tri st dung.

+ Truong hop nguoi yéu cau cap ban sao tir s6 goc guri qua buu dién thi phai gui
kém theo ban sao c6 chiing thuc gidy chirng minh nhan dan hozic ho chiéu con gia tri sir
dung, phong bi dan tem ghi rd ho tén, dia chi nguoi nhan cho co quan, to chuc cap ban
sao.

+ Trudng hop ngudi yéu cau 1a nguoi dai dién theo phap luat, ngudi dai dién theo
iy quyén cua ca nhan, to chirc dugc cap ban chinh; cha, me, con; vog, chong; anh, chi,
em rudt; ngudi thira ké khac cia nguoi dugc cip ban chinh trong trudng hop ngudi do
da chét thi phai xuat trinh gidy to ching minh quan hé véi ngudi dugc cap ban chinh.

Tén miu don, miu to khai hanh chinh: Khong

1.5. S6 bd ho so: 01

1.6. Phi: Khang Phi

1.7. Lé phi:

1.8. Muc gié:

1.9. Thoi han giai quyét: Trong ngdy co quan, to chuc tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gid. Trong truong hop yéu
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cau cap ban sao tir s6 gbc duoc guri qua buu dién thi thoi han dugc thuc hién ngay sau
khi co quan, t6 chirc nhan du hd so hop 18 theo ddu buu dién dén.

1.10. Péi twong thuc hién tha tuc hanh chinh: Céng dan Viét Nam, Tb chuc
(khdng bao gom doanh nghiép, HTX)

1.11. Co quan thuc hién TTHC: Co quan, t6 chitc dang quan Iy s6 gbc

1.12. Co quan ¢é tham quyén quyét dinh: Co quan, to chizc dang quan ly sé gbc

1.13. Pija chi tiép nhan ho so: Nop hd so truc tiép tai Bo phan tiép nhan va tra két
qua ciia Cac co quan, td chirc dang quan 1y s6 goc hodc gui yeu cau qua buu dién.

1.14. Co quan phéi hop:

1.15. Co quan dwoc iy quyén:

1.16. Két qua cia viéc thuc hién thi tuc hanh chinh: Ban sao duoc cap tir s6
géc.

1.17. Yéu cau, diéu kién thwc hién thi tuc hanh chinh: Phai c6 s6 goc

1.18. Ciin cit phap Iy cia TTHC:
Ngay ban

hanh Trich yeu

Tén van ban

Vé cap ban sao tir s6 goc, chung thuc ban sao
16/02/2015 tur ban chinh, ching thuc chix ky va chuang thyuc
hop dong, giao dich

Nghi dinh
23/2015/Nb-CP
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2. Thii tuc chiing thuc ban sao tir ban chinh gidy to, viin ban do co' quan, to
chwrc c6 tham quyen cia Viét Nam cap hoic chieng nhan
2.1.Pon vi: UBND x3 Tan Loi
- Ma thi tuc: 2.000815.000.00.00.H55
- S6 quyét dinh: 2130/QD-UBND ( ¢6 2 TTHC dung chung linh vuc chting thyc
tai QD 2594/QDb-UBND - 20/8/2020)
2.2. Loai thu tuc: TTHC khong duoc luat giao cho dia phuong quy dinh hodc quy
dinh chi tiét
2.3. Linh vue: Chung thuc
2.4. Trinh tw thuc hién:
~ +Nguoi yéu cau ching thuc phai xuat trinh ban chinh gidy to, van ban lam co so
deé chung thuc ban sao va ban sao can ching thuc.

+ Truong hop ngudi yéu cau ching thuc chi xuat trinh ban chinh thi co quan, t0
chuc tien hanh chup tir ban chinh dé thyc hién chung thuc, trir trudng hop co quan, to
churc khong cé phuong tién dé chup.

+ Nguoi thyc hién chimg thyc kiém tra ban chinh, doi chiéu véi ban sao, néu noi
dung ban sao ding véi ban chinh, ban chinh gidy to, van ban khdng thugc céc truong
hop ban chinh giay to, van ban khong dugc dung lam co s& d¢ ching thyc ban sao thi
thuc hién ching thuc nhu sau:

* Ghi day du 1oi ching ching thuc ban sao tir ban chinh theo mau quy dinh;

~ * Ky, ghi 16 ho tén, dong dau cia co quan, t6 chirc thyc hién chiing thyc va ghi vao
so chung thuc.

Ddi v6i ban sao ¢6 tir 02 (hai) trang tro Ién thi ghi 1oi chimg vao trang cudi, néu
ban sao co tir 02 (hai) to tré 1€n thi phai dong dau giap lai.

MGi ban sao duoc chiing thuc tir mot ban chinh giay to, van ban hogc nhiéu ban
sao duoc phfrng thuc tir mot ban chinh giay to, van ban trong cung mot thoi diém duoc
ghi mot so chung thuc.

+ Ngudi yéu cau ching thuc nhan két qua tai noi nop ho so.

2.5. Cach thirc thuc hién: Nop hd so truc tiép

2.6. Thanh phén ho so: Ban chinh giy to, van ban lam co s¢ dé ching thuc ban
sao va ban sao can chung thuc. Truong hop nguoi yéu cau chung thuc chi xuat trinh
ban chinh thi co quan, to chac tién hanh chup tir ban chinh dé thuc hién chirng thuc, trir
trrong hop co quan, to chirc khong c6 phuong tién dé chup.

2.7.Tén miu don, mau to khai hanh chinh: Khong
2.8. S0 bd hd so: 01
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2.9. Phi: 2.000 dong/trang; tir trang thir 3 trg 1én thu 1.000 dong/trang, toi da thu
khong qua 200.000 dong/ban. Trang la can ctr dé thu phi dugc tinh theo trang cua ban
chinh.

2.10. Lé phi:
2.11. Muc gia:

2.12. Thoi han giai quyét: Trong ngay co quan, t6 chuc tiép nhan yéu cau hoic
trong ngay lam vigc tiép theo, néu tiép nhan yeu cau sau 15 gio. Dol Vai truong hop
cung mat Iic yéu cau chang thuc ban sao tur nhiéu loai ban chinh glay to, van ban; ban
chinh cé nhiéu trang; yéu cau sb lugng nhleu ban sao; noi dung gidy to, vin ban phuc
tap kho Kiém tra, d6i chiéu ma co quan, t6 chtc thuc hién chiing thuc khéng thé dap
ung duoc thoi han quy dinh néu trén thi thoi han ching thuc duoc kéo dai thém khéng
qua 02 (hai) ngay 1am viéc hoic c6 thé dai hon theo thoa thuan bang vin ban véi nguoi
y&u cau ching thuc.

2.13. Poi twong thuc hién thi tuc hanh chinh: Cong dan Viét Nam, Can bo,
cong chuc, vién chuc, Doanh nghiép, Doanh nghiép c6 von dau tu nudc ngoai, To chac

2.14. Co quan thuc hién tha tuc hanh chinh: Phong Tu phap, UBND x& Tan
Loi.

2.15. Co quan c6 tham quyén quyét dinh: Uy ban Nhan dan x4, phuong, thi tran,
Phong Tu Phap, Co quan cong chuang.

2.16. Dia chi tiép nhan ho so: Bo phan tiép nhan ho so va tra két qua giai quyét
TTHC, UBND cép huyén:

- B6 phan tiép nhan hé so va tra két qua giai quyét TTHC, UBND cép xa:
- T6 chuc hanh nghé cong chang.

2.17. Co quan phdi hop:

2.18. Co quan dwoc iy quyén:

2.19. Két qua caa viéc thuc hién tha tuc hanh chinh: Ban sao dugc chang thuc
tur ban chinh.

2.20. Yéu cau, dieu kién thuc hién thi tuc hanh chinh: Ban chinh gidy to, vin
ban can chung thuc.Ban chinh giay to, van ban khong dugc dung lam co s¢ dé chang
thuc ban sao:

+ Ban chinh bi tiy xda, stra chita, thém, bét noi dung khdng hop |é.

+ Ban chinh bi hu hong, cii nat, khong xac dinh dugc ndi dung.

~ + Ban chinh dong dau mat cua co quan, té chic c6 tham quyén hoic khong dong
dau mat nhung ghi ré khong dugc sao chyp.

+ Ban chinh cé n@i dur]g tréi phép luat, dao dirc xa Tan Loi hoi; tuyén truyén, kich
dong chien tranh, chong ché d6 x& Tan Loi hoi cha nghia Viét Nam; Xuyeén tac lich st
cua dan toc Viét Nam; xuc pham danh du, nhan pham, uy tin cua ca nhan, to chuc; vi
pham quyén cong dan.
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+ Bén chinh do co quan, t6 chirc ¢ tham quyén cia nu6c ngodi cap, cong ching
hoac ching nhan chua dugc hop phap héa lanh su theo quy dinh tai Khoan 1 Biéu 20
cua Nghi dinh nay.

+ Gidy to, van ban do ca nhan tu 1ap nhung khong c6 xac nhan va déng dau cua co

quan, to chirc c6 tham quyén.
2.21. Can cix phap ly cia TTHC:

A e , X Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh
?P/ZOIS/ND- Nghi dinh 23/2015/ND-CP 16-02-2015 Chinh phu
ZBngS(/:2016/TT- Thong tu 226/2016/TT-BTC 11-11-2016 B9 Tai chinh
muc thu, ché do thu, ndp, quan
1y, str dung phi cong ching; phi
A £ chtng thuc; phi tham dinh tiéu
Thong tu so 2 A A 11 1A
257/2016/TT- | Chuan, dicu ,kl@r,l hanhngh® 111 199016 | B Tai chinh
BTC cong chung; phi tham dinh diéu
kién hoat dong Van ph(‘)ng
cong chung; 1€ phi cap thé
cong chung vién
ng’ﬁOZO’ TT= | Thong tw 01/2020/TT-BTP | 03-03-2020
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3. Thi tuc Chiéng thuc chir Ky trong céc gidy to, vin ban (ap dung cho ca
trudng hep ching thuc diém chi va treong hep ngudi yéu ciu chirng thuc khong
ky, khong diém chi dwoc)

3.1. Don vi: UBND x4 T4n Loi
- M thii tuc: 2.000884.000.00.00.H55

- S6 quyét dinh: 2130/QD-UBND ( ¢6 2 TTHC dung chung linh vuc chting thyc
tai QD 2594/Qb-UBND - 20/8/2020)

3.2. Loai thu tuc: TTHC khong duoc luat giao cho dia phuong quy dinh hodc quy
dinh chi tiét

3.3. Linh vuc: Chung thuc

3.4. Trinh tw thuc hién:

+ Nguoi yéu cau ching thuc chir ky/diem chi/khong the ky, khang thé diém chi
duoc phai xuat trinh cac giay to phuc vu viéc ching thuc chir ky.

+ Nguoi thyc hién chang thuc kiém tra gidy to yéu Cau chung thuc, néu thay du
gidy to theo quy dinh, tai thoi diém chang thuc, nguoi yéu cau chiing thuc minh man,
nhan thac va lam chu dugc hanh vi cia minh va viéc chang thuc khdng thuoc cac
truong hop khong duoc chung thuc chit ky thi yéu cau nguoi yéu cau chung thuc
ky/diém chi truéc mat va thuc hién ching thuc nhu sau:

* Ghi day du 10i chung chung thuc chit ky theo mau quy dinh;

~ * Ky, ghi 16 ho tén, dong dau cia co quan, t6 chirc thyc hién chiing thyc va ghi vao
so chung thuc.

Di véi gidy to, van ban ¢ tir (02) hai trang tré I18n thi ghi 101 chiing vao trang
cudi, néu giay to, van ban c6 tir 02 (hai) to tro 18n thi phai dong dau giép lai.

+ Péi véi truong hop chang thuc chir ky/diém chi/khong thé ky, khéng thé diém
chi duoc tai bo phan tiép nhan va tra két qua theo co ché mét cira, mot cira lién thdng thi
cdng chic tiép nhan hd so kiém tra cac gidy to, néu nhan thay ngudi yéu cau ching
thue c6 du diéu kién quy dinh tai Khoan 2 Biéu 24 Nghi dinh s6 23/2015/ND-CP thi dé
nghi nguoi yéu cau chuang thuc ky/diém chi vao gidy to can ching thuc va chuyén cho
nguoi co tham quyén ky ching thuc.

3.2. Céach thic thuc hién:Nop hé sotruc tiép
3.3. Thanh phan, s6 lwong hé so:
- Thanh phan hé so:

+ Ban chinh hozc ban sao c6 ching thuc Gidy chirng minh nhan dan hoac Ho chiéu
con gia tri st dung.

+ Gidy to, van ban ma minh s& yéu cau ching thuc chit ky. Truong hop ching
thuc chix ky trong gidy to, van ban bang tiéng nudc ngoal neu ngudi thuc hién ching
thue khong hiéu rd noi dung cua gidy to, van ban thi co quyén yéu cau nguoi yéu cau
chting thuc nop kém theo ban dich ra tiéng Viét noi dung cua gidy to, vin ban dé (ban
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dich khong can cong chiing hogc chimg thuc chir ky ngudi dich, nguoi yéu cau ching
thuc phai chiu trach nhiém vé noi dung cua ban dich).
- S6 lugng hd so: 01 bo

3.3. Thoi han thuc hign:Trong ngay lam viéc. Truong hop tiép nhan sau 15 gio,
giai quyet trong ngay lam viéc tiep theo.

3.4. Pbi twong thuc hién tha tuc hanh chinh:Céng dan Viét Nam, Ngudi Viét
Nam dinh cu ¢ nu6c ngoai, Can bg, cong chie, vién chirc, Doanh nghiép, Doanh nghiép
¢6 von dau tu nudc ngoai, To chue (khdng bao gom doanh nghiép, HTX), Hop tac xa

~ 3.5. Co quan thuc hién tha tuc hanh chinh:Uy ban Nhan dan x4, phuong, thi
tran., Phong Tu Phap, Co quan céng chung

3.6. Két qua thyc hién thi tuc hanh chinh:Gidy to, van ban dwgc chung thyc
chir ky/diém chi.

3.7. L& phi:10.000 dong/trudng hop (truong hop duoc tinh 1a mot hodc nhicu chix
ky trong mot giay to, van ban).

3.8. Tén miu don, mau to khai:Khong

3.9. Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

Truong hop khong dugc ching thuc chir ky:

+ Tai thoi diém chang thuc, nguoi yéu cau chang thuc chir ky khdng nhan thic va
lam cha duoc hanh vi caa minh.

~+ Nguoi yéu cau chiing thuc chit ky xuat trinh Gidy ching minh nhan dan hoac Ho
chiéu khdéng con gia tri st dung hoac gia mao.

+ Gidy to, vin ban ma nguoi yu cau chiing thuc ky vao ¢6 noi dung quy dinh tai
Khoan 4 Diéu 22 cta Nghi dinh s6 23/2015/ND-CP.

+ Giay to, vén ban c6 noi dung la hop dong, giao dich; trir Gidy uy quyen trong cac
treong hop Giay uy quyen:

(1) Gy quyén vé viéc nop ho, nhan ho ho so, gidy to, trir truong hop phap luat quy
dinh khong dugc uy quyén;

(2) Gy quyén nhan ho luong huu, buu pham, trg cap, phu cap;
(3) ty quyén nho tréng nom nha cira;

(4) Gy quyén cua thanh vién ho gia dinh dé vay vbn tai Ngan hang chinh sach xa
hoi; hodc trir truong hop phap luat cé quy dinh khac.

3.10. Can cw phap ly cia tha tuc hanh chinh:

Ngay ban Co quan ban

SO ky hi¢u Trich yéu hanh hanh

23/2015/ND- | Nghi dinh 23/2015/ND-CP 16-02-2015 Chinh phu
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Ay en A Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh
CP
ZBZ_I?C/:ZOJ'G/TT_ Thong tu 226/2016/TT-BTC 11-11-2016 B Tai chinh
mutec thu, ché do thu, nop, quan
1y, st dung phi cong chirng; phi
A . | chung thuc; phi tham dinh tiéu
Thong twsd | 1 41 didu kien hanh nghé o
257/2016/TT- | —, o 1r LA s | 11-11-2016 B9 Tai chinh
BTC cong chung; phi thim dinh di€u
kién hoat dong Van phong
cong chig; 1€ phi cap thé
cong chung vién
01/2020/TT- Thong tu 01/2020/TT-BTP 03-03-2020

BTP
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4. Thia tuc chieng thuc viéc sira di, bd sung, hily bé hep dong, giao dich

4.1. Pon vi: UBND X3 Tan Loi

- Ma thi tuc: 2.000913.000.00.00.H55

- S6 quyét dinh: 1322/QD-UBND

4.2. Loai tha tuc: TTHC khong dugc luat giao cho dia phuong quy dinh hoac quy
dinh chi tiét

4.3. Linh vuc: Chung thuc

4.4. Trinh ty thyc hién:

+ Ngudi yéu cau ching thuc nop 01 bo hd so.

+ Viéc sira doi, bo sung, huy boé hop ddng, giao dich da duoc ching thuc chi dugc
thue hién khi c6 thoa thuan bang van ban caa cac bén tham gia hop dong, giao dich.

+ Viéc stra ddi, bo sung, hay bo hop ddng, giao dich duoc thuc hién tai co quan da
chtng thuc hop dong, giao dich.

+ Nguoi thuc hién chiing thuc kiém tra gidy to trong hd so yéu cau ching thuc,
néu day du tai thoi diém chiang thuc cac bén tham gia hop dong, giao dich tu nguyén,
minh man va nhan thuc, lam cha dugc hanh vi caa minh thi thuc hién chang thuc.

+ C&c bén tham gia hop dong giao dich phai ky truéc mat nguoi thuc hién ching
thue. Truong hop nguoi ¢ tham quyen giao két hop dong cua cac to chuc tin dung,
doanh nghiép da dang ky chir ky mau tai co quan thyc hién chuang thuc thi cé thé ky
truéc vao hop ddng; nguoi thuc hién chung thuc phai ddi chiéu chit ky cua ho trong hop
ddng véi chir ky mau truge khi thuc hién chang thuc, néu nghi ngo chir ky trong hop
ddng khac véi chit ky mau thi yéu cau nguoi d6 ky trudc mat.

+ Truong hop ngudi yéu cau ching thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duge, khong nghe duoc, khong ky, khong diém chi dugc thi phai
c6 02 (hai) ngudi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh vi déan su va
khong c6 quyeén, loi ich hodc nghia vu lién quan dén hop dong, giao dich.

+ Nguoi thyc hién chung thyc ghi 161 chimg twong Gng vei tung loai hop dong,
giao dich theo mau quy dinh; ky, ghi ro ho tén, dong dau cua co quan thyc hién ching
thue va ghi vao s6 chiang thuc. Boi voi hop dong, giao dich ¢d tir 02 (hai) trang tré 1én,
thi tiing trang phai duoc danh sb th tu, ¢d chit ky cua nguoi yéu cau ching thuc va
nguoi thuc hién ching thyc; sé luong trang va loi chimg duoc ghi tai trang cudi cua hop
dong, giao dich. Trudng hop hop dong, giao dich ¢ tir 02 (hai) to tro 18n thi phai dong
dau giap lai.

+ Tru’ong hop phai phién dich thi nguoi phién dich c6 trach nhiém dich day du,
chinh xac noi dung cia hop dong, giao dich, ndi dung loi chimg cho ngudi yéu cau
chung thuc va ky vao ting trang hop dong V6i tu cach 1a ngudi phién dich.

+ Ngudi yéu cau ching thuc nhan két qua tai noi nop hd so.

4.5. Céch thirc thuc hién: Nop hd so truc tiép tai Phong Tu phap, UBND x& Tan
Loi

4.6. Thanh phan hd so:

Nguoi yéu cau ching thuc nop 01 (mot) bo hd so yéu cau chang thuc, gom cac
gidy to sau day:

+ Hop dong, giao dich da duoc ching thuc;
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+ Du thao hop dong, giao dich sira di, b6 sung, huy bo hop dong, giao dich da
duoc chiang thuc;

+ Trong trudng hop ndi dung swra d6i, bd sung c6 lién quan dén tai san thi nguoi
yéu cau chung thyc phai nop ban sao kém ban chinh dé dbi chiéu gidy chung nhan
quyén s& hitu, quyén st dung hoic ban sao gidy to thay thé duoc phap luat quy dinh doi
v6i tai san ma phap luét quy dinh phai dang ky quyen s& hitu, quyén sir dung, trir trudng
hop ngudi lap di chic dang bi cai chét de doa dén tinh mang.

4.7.S6 bd hd so: 01

4.8. Phi: 30.000 d5ng/hop dong, giao dich

4.9. L¢ phi:

4.10. Muc gia:

4.11. Thei han giai quyét: Trong ngay lam vi¢c. Truong hop tiép nhan sau 15 gio,
giai quyét trong ngay lam viéc tiép theo.

4.12. Po6i twong thuc hién thi tuc hanh chinh: Cong dan Viét Nam, Céan bo,
cong chic, vién chac, Doanh nghiép, Doanh nghiép c6 von dau tu nudc ngoai, To chirc
(khdng bao gom doanh nghiép, HTX)

4.13. Co quan thuc hién thi tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi
tran, Phong Tu Phap

4.14. Co quan c6 tham quyén quyét dinh: Phong Tu phap,
xa Tan Loi

4.15. Pija chi tiép nhan hd so: Bo phan tiép nhan ho so va tra két qua giai quyét
TTHC, UBND cép huyén; Bo phan tiép nhan hd so va tra két qua giai quyét TTHC,
UBND cap x&

4.16. Co quan phdi hop:

4.17. Co quan dwoc ity quyeén:

4.18. Két qua cia viéc thuc hién thia tuc hanh chinh: Hop dong, giao dich duoc
chung thuc

4.19. Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Viéc stra doi, bo sung,
hay bé hop dong, giao dich di duoc chung thuc chi dugc thuc hién khi c6 théa thuan
bang vin ban ciia cac bén tham gia hop dong, giao dich.

4.20. Can cw phap ly cia TTHC:

Uy ban nhan dan cap

S6 ky hiu Trich yeu el B b
o 2013INB= 1 Nghi dinh 23/2015/ND-CP 16-02-2015 | Chinh phu
22002010 | Thong 1w 226/2016/TT-BTC | 11-11-2016 | B T chinh
DU2020TT | Thong tw 01/2020/TT-BTP | 03-03-2020
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5. Thi tuc sira 16i sai s6t trong hep dong, giao dich
5.1. Pon vi: UBND xa Tan Loi
- Ma thu tuc: 2.000927.000.00.00.H55

- 86 quyét dinh: 2130/QD-UBND ( c¢6 2 TTHC dung chung linh vuc chimg thyc
tai Qb 2594/QD-UBND - 20/8/2020)

5.2. Loai thu tuc: TTHC khong dugc luét giao cho dia phuong quy dinh hodc quy
dinh chi tiét

5.3.Linh vuc: Chung thuc

5.4. Trinh tw thuc hién:

+ Ngudi yéu cau ching thuc nop 01 bo hd so.

+ Viéc stra 161 sai sot trong khi ghi chép, danh may, in hop dong, giao dich di duoc
ching thuc duoc thuc hién theo thoa thuan bang vin ban caa céc bén tham gia hop
ddng, giao dich, néu khéng lam anh huong dén quyén, nghia vu cia cic bén va duoc
thuc hién tai co quan da ching thuc hop dong, giao dich.

+ Nguoi thyuc hién chiing thuc gach chan I8i sai s6t can sira, dong dau ciia co quan
thuc hién chung thyc va ghi vao bén lé cta hop dong, giao dich néi dung da stra, ho tén,
chir ky cua nguoi stra, ngay thang nam sua.

+ Ngudi yéu cau ching thuc nhan két qua tai noi nop ho so.
5.5. Cach thirc thuc hién: Nop ho so truc tiép

5.6. Thanh phan ho so: Nguoi yéu cau ching thuc nop 01 (mot) bo hd so yéu cau
chtng thue, gom cac gidy to sau day:

+ Ban sao Gidy chung minh nhan dan hodc Ho chiéu con gi4 tri sir dung cia nguoi
yéu cau chang thuc (xuat trinh ban chinh dé doi chiéu);

+ Vin ban thoa thuan vé viéc sira 13i sai s6t trong hop dong, giao dich da duoc
chung thuc

+ Hop d6ng, giao dich da duoc chung thuc;

+ Ban sao giay chang nhan quyén so hitu, quyén st dung hoic ban sao gidy to thay
thé duogc phap luét quy dinh d6i véi tai san ma phap lut quy dinh phai dang ky quyén
s& hitu, quyén s dung trong truong hop hop dong, giao dich lién quan dén tai san do
(xuat trinh ban chinh dé ddi chiéu).

Tén miu don, mau to khai hanh chinh: Khéng
5.7. S6 bd ho so: 01

5.8. Phi: 25.000d0ng/hop ddng, giao dich

5.9. Lé phi:

5.10. Mrc gia:
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5.11. Thoi han gii quyét: Trong ngay lam viéc. Trudng hop tiép nhan sau 15 gio,
giai quyet trong ngay lam viéc tiep theo.

5.12. Pdi tweng thuc hién tha tuc hanh chinh: Céng dan Viét Nam, Nguoi Viét
Nam dinh cu & nudc ngoai, Nguoi nudc ngoai, Can bo, cong chuc, vién chic, Doanh
nghiép, Doanh nghiép cd vdén dau tu nudc ngodi, Té chic (khéng bao gém doanh
nghiép, HTX)

~ 5.13. Co quan thuc hién tha tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi
tran, Phong Tu Phap

5.14. Co quan c6 tham quyén quyét dinh: Phong Tu phap, UBND x4 Tan Loi

5.15. Pia chi tiép nhan ho se: Bo phan tiép nhan ho so va tré két qua giai quyét
TTHC, UBND cap huyén; Bo phan tiép nhan ho so va tra keét qua giai quyét TTHC,
UBND cap xa

5.16. Co quan phéi hop:

5.17. Co quan dwoc ity quyeén:

5.18. Két qua ciia viéc thuc hién thi tuc hanh chinh: Hop dong, giao dich duoc
sua loi ky thuat

5.19. Yéu cau, diéu kién thwc hién thii tuc hanh chinh: Khong

5.20. Can cwr phép ly cia TTHC:

Ngay ban Co quan ban

So ky hi¢u Trich yéu hanh hanh
23/2015/Nb-CP Nghi dinh 23/2015/NDb-CP 16-02-2015 Chinh phu
226/2016/TT-

BTC Thong tu 226/2016/TT-BTC 11-11-2016 B¢ Tai chinh

01/2020/TT-BTP | Thong tu 01/2020/TT-BTP 03-03-2020
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6. Tha tuc cap ban sao c6 ching thuc tir ban chinh hep déng, giao dich da
dwoc ching thuc
6.1. Pon vi: UBND x4 Tan Loi
- Ma thi tuc: 2.000942.000.00.00.H55

- S6 quyét dinh: 2130/QD-UBND ( ¢6 2 TTHC dung chung linh vuc chimg thuc
tai QD 2594/QD-UBND - 20/8/2020)

6.2. Loai thu tuc: TTHC khong dugc luat giao cho dia phuong quy dinh hodc quy
dinh chi tiét

6.3. Linh vuc:Ching thuc

6.4. Trinh ty thuc hién:

+ Nguoi yéu cau cap ban sao ¢ ching thuc tir ban chinh hop dong, giao dich phai
Xuat trinh cac gidy to theo quy dinh.

+ Nguoi thuc hién chang thuc kiém tra gidy to do ngudi yéu cau cap ban sao c6
chung thyc tir ban chinh hop dong, giao dich xuat trinh.

+ Co quan thyc hién chang thyc tién hanh chyp tir ban chinh hop déng, giao dich
dang duogc luu trir va thuc hién ching thyce nhu sau:

* Ghi day du 1oi ching ching thuc chit ky theo mau quy dinh;

* Ky, ghi 18 ho tén, dong dau cua co quan, to chac thuc hién ching thuc va ghi vao
so chung thuc.

Péi vai ban sao co tir 02 (hai) trang tro 1én thi ghi 1oi chang vao trang cudi, néu
ban sao co tir 02 (hai) to tro 18n thi phai dong dau giap lai.

MJi ban sao dugc ching thuc tir mot ban chinh gidy to, van ban hoic nhiéu ban
sao dugc ching thuc tr mot ban chinh giay to, van ban trong cung moét thoi diém duoc
ghi mot so chung thuc.

6.5. Céch thikc thuc hién: Nop hd so truc tiép

6.6. Thanh phan ho so: Nguoi yéu cau chiing thuc xuét trinh ban chinh hoic ban
sao c6 chuang thuc Giay chirng minh nhan dan hoac Ho chiéu con gia tri st dung.

6.7. Tén mau don, mau to khai hanh chinh: Khong.
6.8. S6 bd ho so: 01

6.9. Phi: 2.000 dong/trang 2.000 dong/trang; tir trang thir 3 tré 1&n thu 1.000
ddng/trang, tdi da thu khong qua 200.000 dong/ban. Trang 14 cin ctr dé thu phi duoc
tinh theo trang cua ban chinh.

6.10. Lé phi:

6.11. Thoi han giai quyét: Trong ngay lam viéc. Truong hop tiép nhan sau 15 gio,
giai quyét trong ngay lam viéc tiép theo.



16

6.12. Poi twong thuc hién tha tuc hanh chinh: Cong dan Viét Nam, Can bo,
cong chuc, vién chuc, Doanh nghiép, Doanh nghiép c6 von dau tu nude ngoai, To chic
(khéng bao gom doanh nghiép, HTX)

~ 6.13. Co quan thuc hién thi tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi
tran, Phong Tu Phap

6.14. Co quan cé thim quyén quyét dinh:

6.15. Pia chi tiép nhan ho se: Bo phan tiép nhan ho so va tré két qua giai quyét
TTHC, UBND céap huyén; Bo phén tiép nhan ho so va tra ket qua giai quyet TTHC,
UBND cap xa

6.16. Co quan phdi hop:
6.17. Co quan dwoc iy quyén:

6.18. Két qua cua viéc thuc hién thi tuc hanh chinh: Ban sao hop déng, giao
dich duogc ching thuc

6.19. Yéu cau, diéu kién thwc hién thi tuc hanh chinh:
6.20. Can cwr phép ly cia TTHC:

S6 ky hiéu Trich yéu Ngay ban | Co’quan ban

hanh hanh
23200/ND | Nehi dinh 23/2015ND-CP | 16022015 | Chinh pha
220/2010TT | Thong tr 226/2016/TT-BTC | 11-11-2016 | B Tai chinh
01/2020/TT-

BTP Thong tu 01/2020/TT-BTP 03-03-2020
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7. Thi tuc chiing thuc hop dong, giao dich lién quan dén tai san la dong san,
qguyen sir dung dat va nha &
7.1. Pon vi: UBND x4 T4n Loi
- Ma thi tuc: 2.001035.000.00.00.H55

- S0 quyét dinh: 2130/QD-UBND ( ¢6 2 TTHC dung chung linh vuc chimg thuc
tai QD 2594/QD-UBND - 20/8/2020)

7.2. Loai thi tuc: TTHC khong dugc luét giao cho dia phuong quy dinh hodc quy
dinh chi tiét

7.3 Linh vuc: Chung thuc

7.4. Trinh tw thuc hién:

+ Ngudi yéu cau ching thuc nop 01 bd hd so yéu cau chieng thyc.

~ + Nguoi thyc hién chang thyc kiem tra gidy to trong hd so yéu cau ching thuec,
neu day du, tai thoi diém chung thyc cac bén tham gia hop dong, giao dich tu nguyén,
minh man va nhan thirc, lam cha duoc hanh vi caa minh thi thuc hién ching thuc.

+ Cac bén tham gia hO’p dong giao dich phai ky truéc mat ngu’O’I thuc hién ching
thue. Truong hop ngudi ¢d tham quyen giao két hop dong cua cac td chac tin dung,
doanh nghiép da dang ky chir ky mau tai co quan thyc hién chuang thuc thi cé thé ky
truéc vao hop dong; nguoi thyuc hién chang thuc phai dbi chiéu chit ky cua ho trong hop
dong voi chit ky mau truéc khi thuc hién chang thuc, néu nghi ngo chir ky trong hop
ddng khac véi chit ky mau thi yau cau nguoi d6 ky trudc mat.

+ Truong hop ngudi yéu cau chang thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duoc, khong nghe duoge, khong ky, khong diém chi duoc thi phai
c6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh vi déan su va
khéng c6 quyén, loi ich hodc nghia vu lién quan dén hop dong, giao dich.

+ Nguoi thyc hién chung thuc ghi 161 chimg tuwong g vai timg loai hop dong,
giao dich theo mau quy dinh; ky, ghi ro ho tén, dong dau cua co quan thyc hién ching
thue va ghi vao s6 ching thuc. Boi voi hop dong, giao dich ¢d tir 02 (hai) trang tré 1én,
thi ting trang phai duoc danh sb th tu, ¢d chit ky cua nguoi yéu cau ching thuc va
nguoi thuc hién ching thyc; sé luong trang va loi chimg duoc ghi tai trang cudi cua hop
ddng, giao dich. Trudng hop hop dong, giao dich ¢ tir 02 (hai) to tro 18n thi phai dong
dau giap lai.

+ Truong hop phai phién dich thi ngudi phién dich cd trach nhiém dich day du,
chinh xac noi dung cua hop dong, giao dich, noi dung loi chu:ng cho ngudi yéu cau
chtng thue va ky vao ting trang hop déng véi tu cach 1a nguoi phién dich.

7.5. Céch thirc thuc hién: Nop ho so truc tiép tai Uy ban nhan dan cap xa Tan
Loi. Viéc chang thuc cac hop ddng, giao dich lién quan dén quyén caa ngudi str dung
dat duoc thuc hién tai Uy ban nhan dan cip x& noi co dat. Viéc ching thuc cac hop
ddng, giao dich lién quan dén nha ¢ dugc thuc hién tai Uy ban nhan dan x4 noi c6 nha.

7.6. Thanh phan ho se: Ngudi yéu cau chimg thyc nop 01 (mot) b ho so yéu cau
chung thuc, gom cac giay to sau day:
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+ Du thao hop ddng, giao dich;
+ Ban sao Giay chiing minh nhan dan hoic Ho chiéu con gia tri sir dung cta nguoi

y&u cau ching thuc (xuat trinh kém theo ban chinh dé d6i chiéu);

+ Ban sao giay chang nhan quyén so hitu, quyén st dung hoic ban sao gidy to thay

thé duoc phap luat quy dinh d6i vai tai san ma phap luat quy dinh phai dang ky quyen
s hitu, quyen st dung trong truong hop hop dong, giao dich lién quan dén tai san do
(xuét trinh kém theo ban chinh dé déi chiéu).

Tén miu don, miu to khai hanh chinh: Khong.

7.7. S0 bd hd so: 01

7.8. Phi: 50.000dong/hop dong,giao dich Phi

7.9. Lé phi:

7.10. Mikc gia:

7.11. Thoi han giai quyét: Khong qué 02 (hai) ngay lam viéc, ké tir ngdy nhan du

hd so yéu cau chting thuc hodc ¢ thé kéo dai hon theo thoa thuan bang vin ban Véi
ngudi yeu cau ching thuc.

7.12. P6i twong thwc hién tha tuc hanh chinh: Coéng dan Viét Nam, Doanh

nghiép, Té chirc (khdng bao gdm doanh nghiép, HTX)
7.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cap xa

7.14. Co quan cé tham quyén quyét dinh:

7.15. Pia chi tiép nhan hé so: Bo phan tiép nhan va tra két quaUBND céap xa
7.16. Co quan phdi hop:

7.17. Co quan dwoc iy quyén:
7.18. Két qua cua viéc thuc hién thi tuc hanh chinh: Hop dong, giao dich dugc

chung thuc

7.19. Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong

7.20. Can ctx phap ly cia TTHC:

$6 ky hi¢u Trich yéu e
o 2013INB= 1 Nghi dinh 23/2015/ND-CP 16-02-2015 | Chinh phu
220I2010TT | Thong tw 2262016/TT-BTC | 11-11-2016 | B Tai chinh
DU2020TT | Thong tw 012020/TT-BTP | 03-03-2020
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8. Thi tuc chieng thuc di chic
8.1. Pon vi: UBND xa Tan Loi
- Ma tha tuc: 2.001035.000.00.00.H55

- S6 quyét dinh: 2130/QD-UBND ( ¢6 2 TTHC dung chung linh vuc chting thyc
tai Qb 2594/QD-UBND - 20/8/2020)

8.2. Loai thu tuc: TTHC khong duoc luat giao cho dia phuong quy dinh hodc quy
dinh chi tiét

8.3. Linh vue: Chung thuc

8.4. Trinh tw thuc hién:

+ Ngudi yéu cau ching thuc nop 01 bd hd so yéu cau ching thyc.

~ + Nguoi thyc hién chang thuc kiem tra gidy to trong hd so yéu cau ching thue,
néu day du, tai thoi diém chang thue nguoi 1ap di chic tu nguyén, minh man va nhan
thire, lam chu dugc hanh vi caa minh thi thuc hién chang thuc.

+ Nguoi lap di chuc phai ky trudc mat nguoi thuc hién ching thuec.

+ Truong hop ngudi yéu cau chang thuc khong ky duoc thi phai diém chi; néu
nguoi d6 khong doc dugc, khong nghe duoc, khong ky, khong diém chi dugc thi phai
c6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh vi déan su va
khong c6 quyeén, loi ich hodc nghia vu lién quan dén giao dich.

+ Nguoi thuc hién ching thuc ghi 16i chung theo mau quy dinh; ky, ghi rd ho tén,
dong dau cua co quan thuc hién chiing thuc va ghi vao sé chang thuc. Déi véi di chic
c6 tir 02 (hai) trang tré I8n, thi tirng trang phai dugc danh sé thi ty, c6 chir ky cua ngudi
yéu cau chung thuc va ngudi thuc hién chiing thuc; sé lwong trang va 1oi ching duoc
ghi tai trang cudi cua di chiic. Truong hop di chlic ¢ tir 02 (hai) to tro 18n thi phai dong
dau giap lai.

+ Truong hop phai phién dich thi ngudi phién dich cd trach nhiém dich day du,
chinh xac noi dung cua di chic, ndi dung 1oi chimg cho ngudi yéu cau ching thuc va ky
vao tirng trang di chic véi tu cach 1a nguoi phién dich.

8.5. Cach thirc thuc hién: Nop ho so truc tiép tai

8.6. Thanh phan ho so: Nguoi yéu cau ching thuc nop 01 (mot) b hd so yéu cau
chtng thuc, gom cac gidy to sau day:

+ Du thao di chuc;

+ Ban sao Giay chiing minh nhan dan hoic Ho chiéu con gia tri sir dung cua ngudi
yéu cau ching thuc (xuat trinh kem theo ban chinh dé doi chiéu);

+ Ban sao gidy chuang nhan quyén so hitu, quyén sir dung hoic ban sao gidy to thay
thé duoc phap luat quy dinh d6i véi tai san ma phap luat quy dinh phdi dang ky quyén
s& hiru, quyén sir dung trong truong hop hop dong giao dich lién quan dén tai san do;
trir treong hop nguoi 1ap di chiic dang bi céi chét de doa dén tinh mang (xuét trinh kém
theo ban chinh dé ddi chiéu).
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8.7. Tén mau don, miu to khai hanh chinh: Khong
8.8. S6 bd hd so: 01
8.9. Phi: Muc phi Mé ta 50.000d6ng/di chic Phi
8.10. Lé phi:

8.11. Mrc gia:

8.12. Thai han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du
hd so yéu cau chtng thuc hodc c6 thé kéo dai hon theo thoa thuan bang van ban véi

ngudi yeu cau ching thuc.

8.13. P6i twong thuc hién thu tuc hanh chinh: Céng dan Viét Nam, Doanh
nghiép, To chirc (khdng bao gom doanh nghiép, HTX)

8.14. Co quan thuc hién thi tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi

tran.

8.15. Co quan c6 thAm quyén quyét dinh:
8.16. Pia chi tiép nhan hé so: Bo phan tiép nhan ho so va tra két qua giai quyét

TTHC, UBND cap x4
8.17. Co quan phdi hop:

8.18. Co quan dwoc ity quyeén:
8.19. Két qua cia viéc thuc hién tha tuc hanh chinh: Di chuc duoc ching thuc

7.20. Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong

8.21. Can cir phap ly caa TTHC:

BTP

S ky hiu Trich yéu |
o 2O1/ND | Nghi dinh 23/2015/ND-CP | 16-02-2015 | Chinh phii
220/2010TT™ | Thong i 226/2016/TT-BTC | 11-11-2016 | B Tai chinh
OU2020TT- | Thong tr 012020/TT-BTP | 03-03-2020
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9. Thi tuc chieng thwe vin ban tir chdi nhan di san

9.1. Pon vi: UBND xa Tan Loi

- Ma thu tuc: 2.001016.000.00.00.H55

- S6 quyét dinh: 1322/QD-UBND

9.2. Loai thu tuc: TTHC khong duoc luat giao cho dia phuong quy dinh hodc quy
dinh chi tict

9.3. Linh vue:Chung thuc

9.5.Trinh tw thyc hién:

+ Ngudi yéu cau ching thuc nop 01 bd hd so yéu cau ching thyc.

~ + Nguoi thyc hién chang thyc kiem tra gidy to trong hd so yéu cau ching thue,
néu day du, tai thoi dieém chiang thuc nguoi tir choi nhan di san tu nguyén, minh man va
nhan thac, lam chua duoc hanh vi caa minh thi thuc hién chang thuc

+ Ngudi tir chdi nhan di san ky trudc mat ngudi thuc hién ching thuc.

+ Truong hop ngudi yéu cau ching thuc khong ky dugc thi phai diem chi; néu
nguoi d6 khong doc dugc, khong nghe duge, khong ky, khong diem chi duogc thi phai
c6 02 (hai) ngudi lam chang. Nguoi lam ching phai c6 du néng lyc hanh vi dan sy va
khong co quyén, loi ich hoac nghia vu lién quan dén giao dich.

+ Nguoi thyc hién chiing thuc ghi 161 chang theo mau quy dinh; ky, ghi r6 ho tén,
dong dau caa co quan thuc hién ching thuc va ghi vao s6 ching thyc. Péi véi van ban
tir chdi ¢6 tir 02 (hai) trang tro Ién, thi ting trang phai duoc danh §o thar tu, c6 chir ky
Cua nguoi yéu cau chung thuce va nguoi thuc hién ching thyc; so luong trang va 1oi
ch(mg duoc ghi tai trang cuoi cia van ban tur choi nhaq di san. Truong hop van ban tu
choi nhan di san co6 tir 02 (hai) to tro 1€n thi phai dong dau giap lai.

+ Truong hop phai phién dich thi nguoi phién dich c6 trach nhiém dich day du,
chinh xac ndi dung cua van ban tir choi nhan di san, ndi dung 1oi chung cho nguoi yéu
cau ching thuc va ky vao tung trang van ban tir choi nhan di san véi tu cach 1a nguoi
phién dich.

9.6. Cach thirc thuc hién: Nop hé so truc tiép

9.7. Thanh phan ho so: Nguoi yéu cau ching thuc nop 01 (mot) b hd so yéu cau
chtng thuc, gom cac gidy to sau day:

+ Dy thao van ban tir chbi nhan di san;

+ Ban sao Giay ching minh nhén dan hoac Ho chiéu con gia tri sir dung cia nguoi
yéu cau ching thuc (xuat trinh kem theo ban chinh dé doi chiéu);

+ Ban sao gidy chuang nhan quyén so hitu, quyén sir dung hoic ban sao gidy to thay
thé duoc phap luat quy dinh d6i véi tai san ma phap luat quy dinh phdi dang ky quyén

s& hitu, quyén st dung trong truong hop hop d6ng, giao dich lién quan dén tai san do
(xuit trinh kém theo ban chinh dé déi chiéu).

9.8. Tén mau don, miu to khai hanh chinh: Khéng
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9.9. S6 bd hd so: 01

9.10. Phi: 50.000d4ng/vin ban
9.11. Lé phi:

9.12. Muc gia:

9.13. Thoi han gii quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du
hd so yéu cau chung thuc hodc ¢ thé kéo dai hon theo thoa thuan bang van ban véi
ngudi yeu cau ching thuc.

9.14. Poi twgng thuc hién thi tuc hanh chinh: Cong dan Viét Nam, To chuc
(khdng bao gom doanh nghiép, HTX)

~9.15. Co' quan thuc hign thi tuc hanh chinh: Uy ban Nhan dan x&, phuong, thi
tran.

9.16. Co quan cé thAm quyén quyét dinh:

9.17. Pia chi ti€p nhan hé se: Bo phan tiép nhan ho so va tré két qua giai quyét
TTHC, UBND cap xa

9.18. Co quan phdi hop:
9.19. Co quan dwoc iy quyén:

9.20. Két qua cia viéc thwc hién thi tuc hanh chinh: Vin ban tir chdi nhan di
san dugc chung thuc

9.21. Yéu cau, diéu kién thwc hién thi tuc hanh chinh: Khong
9.22. Cian ctx phap ly cia TTHC:

T , & Ngay ban Co quan
So ky hi¢u Trich yéu hanh ban hanh
23/2015/Nb-CP Nghi dinh 23/2015/ND-CP 16-02-2015 Chinh phu
226/2016/TT- A Bo6 Tai
BTC Thong tu 226/2016/TT-BTC 11-11-2016 chinh
01/2020/TT-BTP | Thong tu 01/2020/TT-BTP 03-03-2020
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10.Thu tuc chitng thwe van ban théa thuén phan chia di sén ma di san la dong
san, quyeén sir dung dat, nha ¢

10.1.Pon vi: UBND xa Tan Loi
- M thii tuc: 2.001406.000.00.00.H55

- S$6 quyét dinh: 2130/QD-UBND ( c¢6 2 TTHC dung chung linh vyuc chimg thyc
tai Qb 2594/QD-UBND - 20/8/2020)

10.2. Loai thu tuc: TTHC khong duoc luat giao cho dia phuong quy dinh hoac
quy dinh chi tiét

10.3. Linh vuc: Chung thuc
10.4. Trinh ty thwc hién:
+ Ngudi yéu cau ching thuc nop 01 bd hd so yéu cau chieng thyc.

~ + Nguoi thuc hién chang thuc kiem tra gidy to trong hd so yéu cau ching thuc,
néu day du, tai thoi diém ching thuc cac bén tham gia thoa thuan phan chia di san tu
nguyén, minh man va nhan thac, lam chu dugc hanh vi cua minh thi thuc hién ching
thuec.

+ C&c bén tham gia thoa thuan phan chia di san phai ky trudc mat nguoi thyc hién
chung thyec.

+ Truong hop ngudi yéu cau chang thuc khong ky duoc thi phai diém chi; néu
nguoi d6 khong doc dugc, khong nghe duoc, khong ky, khong diém chi dugc thi phai
¢6 02 (hai) nguoi lam chang. Nguoi lam ching phai ¢6 du nang luc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén giao dich.

+ Nguoi thuc hién ching thuc ghi 16i chung theo mau quy dinh; ky, ghi rd ho tén,
dong dau caa co quan thuc hién chiing thuc va ghi vao sé ching thuc. Di véi van ban
thoa thuan c6 tir 02 (hai) trang tro I8n, thi ting trang phai dugce danh sb th tu, ¢ chit
Ky ctia ngudi Yéu cau ching thuc va nguoi thuc hién ching thuc; s6 luong trang va 10i
chtmg duogc ghi tai trang cudi cua van ban thoa thuan. Truong hop van ban thoa thuan
c6 tir 02 (hai) to tro 1én thi phai dong dau giap lai.

+ Truong hop phai phién dich thi ngudi phién dich cé trach nhiém dich day du,
chinh xac noi dung cua van ban thoa thuan noi dung loi chimg cho ngudi yéu cau ching
thyc va ky vao tung trang van ban thoa thuan vai tu cach 1a nguoi phién dich.

10.5. Céch thwrc thuc hién:

Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua cua UBND cap xa Tan
Loi.

~10.6. Thanh phan ho se: Nguoi yéu cau ching thuc nop 01 (mot) bd ho so yéu
cau chung thuc, gom cac giay to sau day:

+ Du thao van ban thoa thuan phan chia di san;

+ Ban sao Gidy chirng minh nhan dan hoic Ho chiéu con gia tri sir dung cua ngudi
yéu cau chung thuc (xuat trinh kém theo ban chinh dé doi chieu);
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+ Ban sao gidy chuang nhan quyén so hitu, quyén sir dung hoic ban sao gidy to thay
thé duogc phap luat quy dinh d6i vé6i tai san ma phap luat quy dinh phdi dang ky quyén
s& hitu, quyén st dung trong truong hop hop dong, giao dich lién quan dén tai san do
(xuit trinh kém theo ban chinh dé ddi chiéu).

10.7. Tén mau don, mau to khai hanh chinh: Khong
10.8. S6 b hd so: 01

10.9. Phi: 50.000d46ng/vin ban

10.10. L¢ phi:

10.11. Murc gia:

10.12. Thoi han giai quyét: Khang qua 02 (hai) ngay lam viéc, ke tr ngay nhan
du ho so yéu cau ching thuc hoac co thé kéo dai hon theo thoa thuan bang van ban vai
nguoi Yéu cau chang thuc.

10.13. Poi twgng thuc hién thi tuc hanh chinh: Cong dan Viét Nam, To chirc
(khdng bao gom doanh nghiép, HTX)

~ 10.14. Co quan thuc hién thi tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi
tran.

~ 10.15. Co quan c6 tham quyen quyét dinh: 10.16. Bia chi tiép nhan ho so: Nop
ho so truc tiep tai Bo phan tiép nhan va tra két qua cua UBND cap xa Tan Loi.

10.17. Co quan phoi hop:
10.18. Co quan dwoc iy quyen:

10.19. Két qua caa viéc thuc hién thi tuc hanh chinh: Vin ban thoa thuan phan
chia di san duoc chirng thuc

10.20. Y&u cau, diéu kién thuc hién thia tuc hanh chinh: Khéng
10.21. Can cw phap ly cia TTHC:

Ngay ban Co quan ban

S0 ky hi¢u Trich yéu hanh hanh
23/2015/NDb-CP Nghi dinh 23/2015/ND-CP 16-02-2015 Chinh phu
226/2016/TT-

BTC Thong tu 226/2016/TT-BTC 11-11-2016 B0 Tai chinh

01/2020/TT-BTP | Thong tu 01/2020/TT-BTP 03-03-2020
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11, Tha tyc ching thwe van ban khai nhan di san ma di san la djng san,
guyen sit dung dat, nha &

11.1. Pon vi: UBND x4 Tan Loi
- M4 thii tuc: 2.001009.000.00.00.H55

- S$6 quyét dinh: 2130/QD-UBND ( c¢6 2 TTHC dung chung linh vyuc chimg thyc
tai Qb 2594/QD-UBND - 20/8/2020)

11.2. Loai thu tuc: TTHC khong duoc luat giao cho dia phuong quy dinh hoac
quy dinh chi tiét

11.3. Linh vuc: Chung thuc
11.4. Trinh ty thwc hién:
+ Ngudi yéu cau ching thuc nop 01 bd hd so yéu cau chieng thyc.

~ + Nguoi thyc hién chang thyc kiem tra gidy to trong hd so yéu cau ching thue,
néu day du, tai t~h(‘yi diém chung thuc cac bén tham gia van ban khai nhan di san tu
nguyén, minh man va nhan thac, lam chu dugc hanh vi cua minh thi thuc hién ching
thuec.

+ Cac bén tham gia khai nhan di san phai ky truéc mat nguoi thuc hién chung
thuec.

+ Truong hop ngudi yéu cau chang thuc khong ky duoc thi phai diém chi; néu
nguoi d6 khong doc dugc, khong nghe duoc, khong ky, khong diém chi dugc thi phai
¢6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén giao dich.

+ Nguoi thuc hién ching thuc ghi 16i chung theo mau quy dinh; ky, ghi rd ho tén,
dong dau caa co quan thuc hién chiing thuc va ghi vao sé ching thuc. Di véi van ban
khai nhan c6 tir 02 (hai) trang tré Ién, thi ting trang phai duoc danh s6 thi tu, c6 chir ky
ciia ngudi Yéu cau ching thuc va ngudi thuc hién chang thuc; s luong trang va loi
chtng duogc ghi tai trang cudi caa van ban khai nhan di san. Truong hop van ban khai
nhan ¢ tir 02 (hai) to trg 1én thi phai dong dau giap lai.

+ Truong hop phai phién dich thi ngudi phién dich cd trach nhiém dich day du,
chinh xac néi dung cia van ban khai nhan di san, noi dung loi chirmg cho nguoi yéu cau
ching thyc va ky vao ting trang van ban khai nhan véi tu cach 1a nguoi phién dich.

11.5. Céach thirc thuc hién: Nop ho so tryc tiép

11.6. Thanh phan ho 0t Nguoi yéu cau chiing thuc nop 01 (mat) bo hd so yéu
cau chang thuc, gom cac gidy to sau day:

+ Du thao van ban khai nhan di san;

+ Ban sao Gidy ching minh nhan dan hoac Ho chiéu con gia tri st dung cia nguoi
yéu cau chung thuc (xuat trinh kém theo ban chinh dé doi chieu);

+ Ban sao gidy chuang nhan quyén so hitu, quyén sir dung hoic ban sao gidy to thay
thé duoc phap luat quy dinh ddi véi tai san ma phap luat quy dinh phai diang ky quyén
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s6 hiru, quyén st dung trong truong hop van ban khai nhan di san lién quan dén tai san
d6 (xuat trinh kém theo ban chinh dé doi chiéu).
11.7. Tén mau don, mau to khai hanh chinh: Khéng
11.8. S6 b hd so: 01

11.9. Phi: 50.000 dong/vin ban ( Theo quy dinh tai Thong tu s6 226/2016/TT-
BTC)

11.11. L& phi:
11.12. Murc gia:

11.13. Thai han giai quyét: Khéng qua 02 (hai) ngay lam viéc, ké tir ngay nhan
da hd so yéu cau ching thuc hoic c6 thé kéo dai hon theo thoa thuan bang van ban véi
ngudi yéu cau ching thue. Truong hop kéo dai thoi han giai quyét thi nguoi tlep nhan
ho so phai ¢d phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chang
thuc..

11.14. Poi twgng thuc hién thia tuc hanh chinh: Cong dan Viét Nam, T6 chuc
(khdng bao gom doanh nghiép, HTX)

~11.15. Co quan thuc hién thi tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi
tran.

11.16. Co quan c6 tham quyén quyét dinh:

11.17. Bia chi tiép nhan ho so: Bo phan tiép nhan va tra ket qua cua Uy ban nhan
dan cap xa.

11.18. Co quan phdi hop:

11.19. Co quan dwoc iy quyén:

11.20. Két qua ciia viéc thuc hién thi tuc hanh chinh: Vin ban khai nhan di san
duoc chirng thuc

11.21. Yéu cau, diéu kién thyc hién thia tuc hanh chinh: Khong
11.22. Can cw phap ly caa TTHC:

S6 ky higu Trich yéu Ngfg’nﬁan Co . ban
201D | Nghi dinh 23/2015/ND-CP | 16-02-2015 | Chinh pha
2020IITT | Thong tw202015/TT-BTP | 20122015 | Bo Tu phip
2202010TT | Thong tw2262016/TT-BTC | 11112016 | B T chinh
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II. LINH VUC BOI THUONG NHA NUOC

12. Thia tuc Giai quyét yéu c’?m bdi thwong tai co quan trye tiép quén 1y ngudi
thi hanh cong vu gay thiét hai (cap xa)

12.1 Pon vi: UBND x4 Tan Loi
- Ma tha tuc: 2.002165.000.00.00.H55
- S6 quyét dinh: 3520/QD-UBND

12.2. Loai thu tuc: TTHC khong dugce luét giao cho dia phuong quy dinh hodc
quy dinh chi tiét

12.3. Linh vuwe: Boi thuong nha nudc
12.4 Trinh tw thyc hién:

- Tiép nhan va xu 1y hd so;

- Thu Iy hd so;

- Xac minh thiét hai;

- Cur nguoi giai quyét boi thuong;

- Thuong luong viéc boi thuong;

- Ra quyet dinh giai quyét boi thuong (sau khi ra quyét dinh giai quyet boi thuong,
O quan tryc tlep quan ly nguoi thi hanh cong vu gay thi€t hai phai lap ho S0 dé nghi
cap kinh phi boi thuong dén co quan tai chinh c6 tham quyén dé dé nghi cap kinh phi
boi thuong va chi tra tién boi thuong cho ngudi yéu cau boi thuong).

- Tam tng kinh phi bdi thuong thiét hai;
~ 12.5. Céch thic thyc hién: Truc tiép tai tru so co quan hanh chinh hoic qua hé
thong buu chinh
12.6. Thanh phan hé so:

- Pon yéu cau bdi thuong (Mau 01a hodc 01b Ban hanh kém theo Théng tu lién
tich s6 18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015 thay thé Thong tu lién tich sb
19/2010/TTLT-BTP-BTC-TTCP ngay 26/11/2010 cua lién Bo Tu phap, Bo Tai chinh,
Thanh tra Chinh pha huéng dan thyuc hién trach nhiém béi thuong cia Nha nudc trong
hoat dong quan ly hanh chinh);

- Ban sao vin ban cta co quan nha nudc ¢ tham quyén xac dinh hanh vi trai phap
luat cua nguoi thi hanh cong vu (Ia mot trong cac van ban sau day):

+ Quyét dinh thu hoi, hay bo, thay thé, sira d6i quyét dinh hanh chinh do quyét
dinh @6 duoc ban hanh trai phap luat;

+ Quyet dinh giai quyét khiéu nai cia ngudi ¢ tham quyén theo quy dinh cua phép
luat vé khiéu nai;

~+ Két luan noi dung to cdo cuia ngudi ¢6 tham quyeén theo quy dinh cta phap luat

Ve 10 céo;
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+ Két luan thanh tra giai quyét vu viéc khiéu nai, td cdo cia co quan nha nuéc co
tham quyén theo quy dinh ctua phap luat ve thanh tra;

+ Ban an, quyét dinh cua Toa &n vé giai quyét vu an hanh chinh d3 c6 hiéu luc
phap luat;

+ Ban an, quyét dinh cua Toa an vé viéc giai quyét vu an dan su di c6 hiéu luc
phap luat tuyén huy quyét dinh hanh chinh;

+ Ban &n, quyét dinh caa Toa an vé viéc giai quyét vu an hinh sy xac dinh nguoi
thi hanh céng vu c6 hanh vi pham toi trong khi thi hanh cong vu ma tai Ban an, quyét
dinh d6 chua xac dinh trach nhiém bdi thuong thiét hai do hanh vi pham toi ciia nguoi
thi hanh cong vu gay ra trong khi thi hanh cong vu.

- Gidy iy quyen yéu cau boi thuong hop phép, trong truong hop ngudi yéu cau boi
thuong la nguoi dai dién theo uy quyen cua nguoi bi thiét hai.

- Tai liéu, chung ctir kém theo (néu cd).

Truong hop nguoi bi thiét hai truc tiép giri hd so yéu cau boi thuong tai co quan co
trach nhiém boi thuong thi giri ban photocopy vin ban cta co quan nha nudc ¢ tham
quyén xac dinh hanh vi trai phap luat ciia ngudi thi hanh cong vy va ban photocopy giay
iy quyén, déng thoi mang theo ban chinh dé dbi chiéu.

Truong hop nguoi bi thiét hai giri hd so yéu cau boi thuong dén co quan co trach
nhiém boi thuong thong qua dudng buu dién thi gui ban sao ¢6 ching thyc van ban cua
co quan nha nudc c6 tham quyén xac dinh hanh vi trai phap luat cua nguoi thi hanh

cdng vu va ban sao cd ching thuc gidy uy quyén.

Trudng hop ngudi bi thiét hai chét ma ngudi thira ké‘cﬁa ngudi bi thiét hai gui don
yéu cau boi thuong thi ngoai cac tai liéu trén, ho so yéu cau boi thuong con phai cé cac
tai liu sau day:

- Di chic cua ngudi bi thiét hai hodc van ban hop phap khac chang minh quyén
thtra ké ctiia nguoi yéu cau boi thuong;

- Van ban ty quyén hop phap vé viéc cir mot ngudi trong nhitng ngudi thira ké
hodc ctr nguoi khac khong phai 13 ngudi thira ké 1am nguoi dai dién cho nhitng nguoi
thira ké ctiia ngudi bi thiét hai thuc hién quyén yéu cau boi thuong, trong truong hop
nguoi bi thiét hai ¢ nhiéu nguoi thira ké;

- Chang minh thu nhan dan va cac loai gidy to chitng minh quan hé cua ho di véi
nguoi bi thiét hai nhu: ho khau, gidy ching nhan dang ky két hén, gidy khai sinh cua
ngudi Yéu cau bdi thudng... hoac xac nhan cua chinh quyén dia phuong noi nguoi bi
thiét hai cu tri hodc xac nhan cua co quan, t6 chic noi ngudi bi thiét hai 1am viéc xac
nhan nguoi bi thiét hai 1a than nhan cia ngudi yéu cau bdi thudng. Co quan cé trach
nhiém bdi thuong thi gai ban photocopy cac gidy to nay, ddng thoi mang theo ban chinh
dé dbi chiéu.

Truong hop nguoi bi thiét hai gui hd so yéu cau bdi thuong dén co quan co trach
nhiém boi thuong thong qua duong buu dién thi giri ban sao ¢6 ching thuc cac giay to
nay.
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12.7. Tén miu don, miu to khai hanh chinh: Van ban yéu cau bdi thuong
12.8.56 bd hd so: 01

12.9. Phi:

12.10. L& phi:

12.11. Mikc gia:

12.12. Thai han giai quyét:

- Trong truong hop nguoi y&u cau bf)i thudng nop hd SO truc tiép, co quan giai
quyet boi thuong tiép nhan hd so, ghi vao s6 nhan hd so va cp gidy x4c nhan di nhan
hd so cho ngudi yéu cau bodi thuong.

Truong hop hd so duoc gui qua dich vu buu chinh thi trong thoi han 02 ngay lam
viéc ké tor ngdy nhan duoc hd so, co quan gial quyét bdi thuong phai théng béo bang
van ban vé viéc nhan hd so cho ngudi yéu cau bodi thuong.

Trong thai han 05 ngay 1am viéc ké tir ngay nhan duoc hd so, Thu trudéng co quan
giai quyét boi thuong c6 thé yéu cau ngudi yéu cau boi thuong bd sung hd so trong
truong hop hd so chua day du theo quy dinh tai khoan 1 va khoan 2 Diéu 41 cua Luat
TNBTCNN nam 2017.

Trong thoi han 05 ngay lam viéc ke tir ngay nhan duoc yéu cau cua Thi trudng co
quan giai quyét boi thuong, ngudi yéu cau boi thuong phai bo sung hd so. Khoang thoi
gian c6 su kién bat kha khang hoic tré ngai khach quan theo quy dinh caa Bo luat Dan
su khong tinh vao thoi han quy dinh tai khoan nay.

- Trong thoi han 02 ngay Iam viéc ké tir ngay nhan duoc ho so hop 1¢ theo quy
dinh, tai Bicu 41 cua Luat Tréc‘h nhiém boi thuong ciia Nha nude nam 2017 co quan giai
quyét boi thuong phai thu ly ho so va vao so6 thu ly.

- Trong thoi han 02 ngay 1am viéc ké tir ngay thu 1y hd so, co quan giai quyét boi
thuong phai ctr nguoi giai quyét boi thuong.

- Trudng hop, ngudi yéu cau bdi thudng dé nghi tam tng kinh phi bdi thuong theo
quy dinh tai diém e khoan 3 Piéu 41 caa Luat TNBTCNN nam 2017, co quan giai quyét
boi thuong tién hanh tam &ng kinh phi bdi thuong dbi véi nhitng thiét hai quy dinh tai
khoan 1 Diéu 44 TNBTCNN nam 2017. Cuy thé, thoi han thuc hién tam @ng kinh phi boi
thuong duoc thuc hién nhu sau:

(1) Ngay sau khi thu ly ho so, nguoi giai quyét boi thuong ¢ trach nhiém xac dinh
gia tri c4c thiét hai quy dinh tai khoan 1 Piéu 44 TNBTCNN nam 2017 va dé xuat Tha
trudng co quan giai quyét bdi thuong viéc tam ¢ng kinh phi bdi thuong va mac tam tng
cho nguoi yéu cau bdi thuong;

(2) Trong thoi han 05 ngay lam viéc ké ta ngay nhan dugc dé Xua'[ néu con duy
toan quan 1y hanh chinh dwoc cap c6 thim quyén giao, co quan giai quyét bdi thuong
phai hoan thanh viéc tam ung kinh phi va chi tra cho nguol yéu cau b01 thuong. Truong
hop khong con du du toan quan 1y hanh chinh dugc cap ¢ tham quyén giao, trong thoi
han 02 ngay 1am viéc ké tir ngay nhan dugc dé xuat, Tha trudng co quan giai quyét boi
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thudng c6 van ban dé nghi co quan tai chinh c6 thim quyén tam ung kinh phi dé chi tra
cho nguoi yéu cau boi thuong.

Co quan tai chinh c6 trach nhiém cip kinh phi cho co quan giai quyét bdi thuong
trong thoi han 07 ngay lam viéc ké tur 'ngay nhan duogc van bdn dé nghi, co quan tai
chinh c6 thim quyén c6 trach nhiém cap kinh phi cho co quan giai quyét boi thuong.
Tha trudng co quan giai quyét boi thuong quyét dinh mac tam tng cho ngudi yéu cau
boi thuong nhung khong dudi 50% gia tri cac thiét hai quy dinh tai khoan 1 Diéu 44
TNBTCNN nam 2017.

- Trong thoi han 15 ngay ké tir ngay thu Iy ho so, nguoi giai quyét boi thuong phai
hoan thanh viéc xac minh thiét hai. Truong hop vu viéc giai quyet y&u cau bdi thuong
c6 nhiéu tinh tiét phurc tap hoac phai x4c minh tai nhiéu dia diém thi thoi han xac minh
thiét hai 1a 30 ngay ké tir ngay thu Iy hd so. Thoi han xac minh thiét hai cé thé duoc kéo
dai theo thoa thuan gitra nguoi yéu cau bodi thuong va ngudi giai quyét bdi thuong
nhung t6i da 1a 15 ngay ké tir ngay hét thoi han quy dinh tai khoan nay.

Trong thoi han 03 ngay lam viéc ké tir ngay két thic viéc xac minh thiét hai, nguoi
giai quyét boi thuong phai hoan thanh bao cdo xac minh thiét hai lam can ctr dé thuong
lugng viéc boi thuong.

- Trong thoi han 02 ngay lam viéc ké tir ngay hoan thanh bao cao xac minh thiét
hai, co quan giai quyet boi thuong phai tién hanh thuong lugng viéc boi thuong. Trong
thoi han 10 ngay ké tir ngay tién hanh thuong lugng, viée thu:ong luong phai dugc hoan
thanh. Truong hop vu viéc giai quyét yéu cau boi thudng c6 nhiéu tinh tiét phic tap thi
thoi han thuong luong tbi da 1a 15 ngay. Thoi han thuong luong c6 thé duoc kéo dai
theo thoa thuan gitra ngu’ol yéu cau boi thuong va nguoi giai quyét boi thudng nhung
t6i da 1a 10 ngay ké tir ngay hét thoi han quy dinh tai khoan nay.

- Ngay sau khi co bién ban két qua thuong luong thanh, Tha truong co quan giai
quyét boi thuong ra quyét dinh giai quyét boi thuong va trao cho nguoi yéu cau bdi
thuong tai budi thuong lugng. Truong hop nguoi yéu cau boi thudng khong nhan quyét
dinh giai quyét boi thuong thi nguoi giai quyét boi thuong lap bién ban vé viéc khong
nhan quyét dinh. Bién ban phai c6 chir ky cia dai dién cic co quan tham gia thuong
luong. Bién ban phai néu rd hau qua phap ly cua viéc khdng nhan quyét dinh giai quyét
boi thuong theo quy dinh tai diém d khoan 1 Piéu 51 ctia Luat TNBTCNN nim 2017.

Co quan giai quyet boi thuong phai giri cho nguoi yéu cau boi thuong trong thoi
han 05 ngay 1am viéc ké tir ngay Iap bién ban.

12.10. Péi twong thwe hién thi tuc hanh chinh: Coéng dan Viét Nam, Nguoi Viét
Nam dinh cu ¢ nudc ngoai, Nguoi nudc ngoai, Can bo, cong chuc, vién chic, Doanh
nghiép, Doanh nghiép c6 vén dau tu nuéc ngoai, To chic (khdng bao gdm doanh
nghiép, HTX), T6 chirc nuéc ngoai, Hop tac xa

12.11. Co quan thyc hién thi tuc hanh chinh: Co quan tryc tiép quan 1y nguoi
thi hanh cong vu gay thi€t hai trong hoat dong quan 1y hanh chinh quy dinh tai bicu 33
cua Luat TNBTCNN nam 2017 & cap xa

12.12. Co quan c6 tham quyén quyét dinh:
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12.13. Dia chi tiép nhan ho so: Co quan tryc tiép quan ly ngudi thi hanh cong vy
gay thi€t hai trong hoat dong quan ly hanh chinh quy dinh tai bi€u 33 cua Lut
TNBTCNN nam 2017 & cap xa, dang khai

12.14. Co quan phdi hop:

12.15. Co quan dwoc iy quyén:

12.16. Két qua caa viéc thuc hién tha tuc hanh chinh: Quyét dinh hanh chinh

12.17. Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

- CO mdt trong céc cdn cu xac dinh hanh vi trai phap luat cua nguoi thi hanh cong
vu gay thi€t hai va yéu cau boi thuong tuong tmg quy dinh tai khoan 2 bieu 7 Luat
TNBTCNN nédm 2017; - Co thiét hai thuc té cua nguoi bi thiét hai thuoc pham vi trach
nhjém boi thuong cua Nha nudc theo quy dinh cua Luat TNBTCNN nam 2017; - Cé
moi quan hé nhan qua gitra thiét hai thyc té va hanh vi gay thiét hai.

12.18. Ciin cir phap Iy ciia TTHC:

Ngay ban Co quan ban

SO ky hi¢u Trich yéu hanh hanh

Luat Trach nhiém bdi thudng

10/2017/QH14 ctia nha nuée

20-06-2017 Quéc Hoi

Nghi dinh quy dinh chi tiét
68/2018/ND- | mot sd diéu va bién phap thi
CP hanh Luat Trach nhiém bdi
thuong cua Nha nudc

15-05-2018 Chinh phu

Thong tu ban hanh mot sé biéu
mau trong cong tac boi thuong | 17-05-2018 B6 Tu phép
nha nudce

04/2018/TT-
BTP
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Mau 01/BTNN
(Ban hanh kém theo Théong twr sé 04/2018/TT-BTP ngay 17/5/2018)
CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1ap - Tw do - Hanh phuc

VAN BAN YEU CAU BOI THUONG

Kinh gui: ..o, (L)
Ho va tén ngudi yéu cau boi thuong:...................... (2) e,
Gidy to chirng minh nhan than:.................. (3,
biachi: ....................... (B) e,
SO AN thOT (NEU COY: vttt e,
EMAIL (NEU COY:.oveeeeeeee et
LAl e, (5) ettt
Can cu

ST (6)eeeeeeeeieeieeeeereeen(néU €CO)

- Hanh vi gay thiét hai cua nguoi thi hanh cong vu gay thiét hai...............

Trén co sé do, 61 dé nghi Quy co quan xem xét, giai quyét bodi thuong thiét hai
theo quy dinh caa Luat Trach nhiém bdi thuong cua Nha nude, bao gom céc noi dung
sau:

I. THIET HAI YEU CAU BOI THUONG (7)

1. Thiét hai do tai san bi xdm pham (néu c6), cach tinh, mirc yéu cau bdi thudng

2. Thiét hai do thu nhap thuc t& bi mat hodc bi giam sut (néu c0), cach tinh, murc
yéu cau bdi thudng

3. Thiét hai vé vat chat do nguoi bi thiét hai chét (néu c6), cach tinh, mirc yéu cau
bdi thudng
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4. Thiét hai vé& vat chat do stc khoe bi xam pham (néu c0), cach tinh, mirc yéu
cau boi thuong

Tong so tién yéu cau boi thuwdng: ...........co.coveeeeueeeeeeeeeeeeeen. (d6ng)

(VIBt BANG CRIF: cvvvoveeveeeeeseesesseseee e s ase st see s )

II. PE NGHI TAM UNG KINH PHi BOI THUONG (néu c6)

1. Kinh phi dé nghi tam Gng

Can cr quy dinh tai Piéu 44 Luat Trach nhiém bdi thuong cua Nha nudc, toi dé
nghi dugc tam tng kinh phi boi thuong ddi véi cac khoan sau:

1.1. Thiét hai vé tinh than

S6 11én A& nghi taM TNE 1A:...veeeeeeeeeeeeeeeeee e, dong
(VIBE DANG CHIE: ..ot )
Tai lidu, chimg ctr kém theo (18U CO):.nnvmeieeeeieeeeeeeee e,
1.2. Thiét hai khac c6 thé tinh dugc ngay ma khong can xac minh: ....(8)

S6 tién d& nghi tam UNE 137 ..o dong
(VIBt BANG CRIF: cvvvovveveeeeeseeseeses e ee s asa st sea s )
Tai lidu, chimg ctr kém theo (18U CO):.uvvnveeieeeeeeeeeeee e,

1.3. Tong s6 tién dé nghi tam ng: .......oovvevvnieiieeeeeesen...dONG.

(VIBt BANG CRIF: cvvvovvevoeeeesveseesesee e asasses st sea st )
2. Thong tin ngudi nhan tam ung kinh phi bbi thuong:

-Hovatén:i... ..o D) e

- Giay to chizng minh nhan than: ...........c.......... (10 J
-Diachi: oo (11) e,

- Phuong thirc nhan tam tng kinh phi bdi thudong
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III. CAC NQI DUNG KHAC CO LIEN QUAN

1. Bé nghi thu thap van ban 1am cin ¢ yéu cu bdi thudng (néu co)

Pé nghi Quy Co quan xem xét, giai quyét boi thuong cho tdi/...(15).. theo quy
dinh cua phap luat.

Ngudi yéu cau boi thwong (17)

DANH MUC GIAY TO, TAI LIEU GUT KEM (néu co):
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ITI. LINH VU'C NUOI CON NUOI

13. Thi tuc Pang Ky nudi con nudi trong nwéc
13.1. Pon vi:UBND x& Tan Loi

- Ma thu tuc: 2.001263.000.00.00.H55

- S6 quyét dinh: 2130/QD-UBND ( ¢6 2 TTHC dung chung linh vyc chimg thyc
tai Qb 2594/QD-UBND - 20/8/2020)

13.2. Loai thu tuc: TTHC khong dugce luét giao cho dia phuong quy dinh hoédc
quy dinh chi tiét

13.3. Linh vwe: Nu6i con nudi
13.4. Trinh ty thwc hién:

- Budc 1. Nguoi nhan con nudi nop hd so ctia minh va cia nguoi dugc nhan 1am
con nudi tai Uy ban nhan dan cap xa.

+) Déi véi truong hop tré em mo coi khong c6 ngudi nudi dudng hoic tré em co
cha me dé, nguoi than thich nhung khong cé kha nang nuéi dudng dugc nhan lam con
nudi, nop hod so tai Uy ban nhan dan cap xi noi nguoi duoc nhan 1am con nudi thuong
tra;

+) Péi véi truong hop cha duong hoic me ké nhan con riéng cua vo hoic chong
lam con nuéi; ¢d, cau, di, chd, bac rudt nhan chau 1am con nudi, nop hd so tai Uy ban
nhan dan cip x3 noi cu tri ctia ngudi nhan con nudi hoic cua ngudi duoc nhan 1am con
nuoi.

+) Pbi voi trudng hop tré em bi bo roi chua chuyén vao co so nudi dudng duoc
nhan 1am con nudi, nop hd so tai Uy ban nhan dan cip xa noi 1ap bién ban xac nhan tinh
trang tré em bi bo roi;

+) Do véi trudong hop tré em & co s¢ nudi dudng dugc nhan 1am con nudi, nop hd
so tal Uy ban nhan dan cap xa noi c6 tru s¢ cua co sé nudi dudng

- Budc 2. Cong chte tu phap — ho tich kiém tra hd so. Khi kiém tra ho so, cong
chure tu phap ho tich phai nghién cau, tim hiéu tam tu, nguyén vong va hoan canh cua
nhirg nguoi lién quan. Truong hop nguoi dugc nhan lam con nubi cd cha me dé, thi
cong chuce tu phap - ho tich kiém tra viéc cha me dé cé thoa thuan véi cha me nuoi dé
gitr lai quyén, nghia vu doi vai con va cach thuc thuc hién quyén, nghia vu d6 sau khi
da cho 1am con nudi.

- Budc 3. Cong chire tu phap — ho tich lay y kién cua nhitng ngudi ¢6 lién quan.
Khi lay y kién cua nhitng nguoi lién quan, cong chirc tu phap ho tich phai:

i) Tur van dé tré em tiép tuc dugc cham soc, nudi dudng, gido duc phi hop véi diéu
kién va kha nang thuc té cua gia dinh;

_ii) Tu van day du cho cha me dé hoic nguoi gidm ho vé muc dich nudi con nudi;

quyén va nghia vu phat sinh gitra cha me nuoi va con nuéi sau khi dang ky nuéi con
nudi; vé viéc cha me dé s& khong con cac quyén, nghia vu chim soc, nudi dudng, cip
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dudng, dai dién theo phap luét, boi thuong thiét hai, quan 1y, dinh doat tai san riéng doi
véi con dd cho 1am con nudi néu cha me dé va cha me nudi khdng co thoa thuan khéc;

iii) Giai thich cho nhitng nguoi lién quan vé quyen thay doi y kién ddng y trong
thoi han 15 ngay ké tir ngay duoc Iay y kién dong y. Hét thoi han nay, nhitng nguoi lién
quan khong duoc thay ddi y kién vé viéc cho tré em lam con nudi

- Bué6c 4. Uy ban nhan dan cép x4 t6 chtc dang ky nudi con nudi, trao Gidy ching
nhan nudi con nubi cho cha me nudi, cha me dé hoac nguoi giam ho hoac dai dién co sé
nudi dudng, to chirc giao nhan con nudi va ghi vao So6 dang ky viéc nubi con nudi

- Buégc 5. Truong hop tir chdi ding ky, Uy ban nhan dan cap x& phai tra 1oi bing
van ban cho ngudi nhan con nudi, cha me dé hoac ngudi gidm ho hoac dai dién co so
nuodi dudng

13.5. Cach thirc thuc hién: Truc tiép tai Bo phan TN&TKQ cia UBND cap x4

13.6. Thanh phan, sé lugng hé so:

Ho so ciia ngueoi nhdn con nudi gom -

- Pon xin nhan con nudi theo mau quy dinh; (Ban chinh)

- Ho chiéu/Chting minh nhan dan hoac giay to o gia tri thay thé; (Bao sao)

- Phiéu Iy lich tu phap; (Ban chinh, duoc cap chua quéa 06 thang)

- Vn ban xac nhan tinh trang hon nhan (Ban sao neéu la Giay ching nhan két hon
hodc ban goc néu la giay xac nhan tinh trang doc than;

- Giay kham stc khoe do co so y té cap huyén tro 1&n cdp (Ban chinh, duoc cap
chua qua 06 thang);

- Van ban xac nhan hoan canh gia dinh, tinh trang chd o, diéu kién kinh t& do
UBND xa Tan Lginoi nguoi nhan con nudi thuong trd cap (trudng hop cha dugng, me
ké hoac cd, cau, di, chq, béq rudt cua nguoi dugc nhan lam con nudi thi khdng can van
ban nay) (ban chinh, duoc cap chua qua 06 thang).

Ho so cua nguoi dwoc nhdn lam con nudi gom

- Giay khai sinh;

- Giay kham suc khoe do co quan y té cap huyén tré 1én cap;

- Hai anh toan than, nhin thang chup khéng qua 06 thang;

- Bién ban xé&c nhan do Uy ban nhan dan hoic Cong an x& Tan Lginoi phat hign tré
bi bo roi 1ap doi véi tré em bi bo roi; Gidy ching tir cia cha dé, me dé hodc quyét dinh
ciia Toa an tuyén b cha dé, me dé cua tré em 1a di chét d6i véi tré em mo coi; quyet
dinh cua Toa an tuyén bd cha dé, me dé cia ngudi dugc gisi thiéu lam con nuoi mét
tich ddi voi ngudi duoc gidi thiéu 1am con nudi ma cha dé, me dé mat tich; quyet dinh
ciia Toa &n tuyén b cha dé, me dé cua ngudi duoc gidi thiéu 1am con nudi mat nang lyc

hanh vi dan sy d6i v6i ngudi duoc gidi thidu 1am con nudi ma cha dé, me dé mat ning
luc hanh vi dan su;

- Quyét dinh tiép nhan ddi véi tré em & co so nudi dudng.
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13.7. S6 lwgng hé s0:01 b
13.8. Thoi han giai quyét:30 ngay lam viéc.
13.9. Phi, Ié phi: khéng quy dinh

13.10. Péi twgng thuc hién thi tuc hanh chinh: Cong dan Viét Nam, Nguoi Viét
Nam dinh cu ¢ nudc ngoai, Nguoi nudc ngoai, Can bg, cong chac, vién chic

~ 13.11. Co quan thyc hi¢n tha tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi
tran.

13.12. Co quan c6 tham quyén quyét dinh:

13.13. Dia chi tiép nhan ho so: Bo phan tiép nhan va tra ket qua tai Uy ban nhan
dan cap xa

13.14. Co quan phdi hop:

13.15. Co quan dwoc aty quyeén:

13.16. Két qua cia viéc thuc hién thi tuc hanh chinh: Giay chimg nh an nudi
con nuoi

13.17. Y&u cau, diéu kién thuc hién thi tuc hanh chinh:
Ngudi nhan con nudi phai co du diéu kién sau:
- C6 nang luc hanh vi dan su day du;

- Hon con nuéi tir 20 tudi tré 1én — khong ap dung doi voi treong hop cha duong
nhéan con riéng cua vo, me ké nhan con riéng ctiia chong lam con nudi hodc ¢b , céu, di,
chu bac rudt nhan chau lam con nudi,

- C6 diéu kién vé stc khoe, kinh té, chd ¢ bao dam viéc cham séc, nudi dudng,
gi4o duc con nudi - khong ap dung dbi voi truong hop cha duong nhéan con riéng cia
vo, me ké nhan con riéng clua chéng lam con nudi hoac ¢6 , cau,di, cha bac rudt nhan
chau lam con nuoi;

- C6 tu cach dao dic tét. Cac truong hop khong dugc nhan con nudi - Pang bi han
ché mat so quyen caa cha, me doi véi con chua thanh nién;

- Pang chap hanh quyet dinh xt Iy hanh chinh tai co s¢ gido duc, co s¢ chira bénh;
- Pang chap hanh hinh phat tu;

- Chura dugc x06a an tich vé mot trong cac toi ¢ ¥ xam pham tinh mang, stc khoé,
nhan pham, danh du cua ngudi khac; nguoc dai hoac hanh ha 6ng ba, cha me, vo chong,
con, chau, ngudi co cong nudi dudng minh; du db, ép budc hodc chira chap nguoi chua
thanh nién vi pham phap luat; mua ban, danh trao, chiém doat tré em. Tré em dugc nhan
lam con nudi phai c6 du cac diéu kién sau:

+ L& tré em dudi 16 tudi; néu tré em thudc trudng hop duoc cha dugng, me ké, ¢,
cau, di, chd, bac rudt nhan 1am con nuéi thi dén dudi 18 tudi;

+) Tré em bi bo roi, tré em md ¢6i ca cha va me, tré em khong noi nuong tua;
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+) Mot nguoi chi dugc lam con cua mét nguoi doc than hoac cua ca hai nguoi la

Vo chong.

13.18. Cin cir phap ly caa TTHC:

BTC

S6 ky hi¢u Trich yéu Nghagntr)]an = ?1:?11;1 -
52/2010/QH12 | Luat 52/2010/QH12 17-06-2010 | Quéc Hoi
n?OTND | Nghi dinh 19/2011/ND-CP | 21032011 | Chinh pha
LZOLUTT | Thong tuw 12/2011/TT-BTP | 27-06-2011 | Bo Tur phip
2AOMWTT | Thong tw24/2014/TT-BTP | 20122014 | BG Tu phép
oo 2V1ONB | Nghi dinh 1142016/ND-CP | 08-07-2016 | Chinh pha
207120081TT- | Thong tw267/2016/TT-BTC | 14-11-2016 | Bo Tai chinh
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Méu TP/CN-2014/CN.02

CONG HOA XA HOQI CHU NGHIA VIET NAM
_ Poc lap - Tw do - Hanh phic ,
Anh 4 x 6¢cm Anh 4 x6cm

PON XIN NHAN CON NUOI

(Dung cho trudng hop nudi con nudi trong nudce)

INITIIT BUTL i

Chung toi/toi la:

Ong Ba

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Qudc tich

Nghé nghiép

Noi thuong tru

So Giay CMND/H
chiéu

Noi cap

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email

Co nguyén vong nhan tré em dudi day lam con nuoi:

HO VA T8N e, GIOTEINN
Ngay, thAng, NAM ST ... e
INOT SINNG oo s
DAN tOC: oo QUOBC TICN oot
TINNAFANG STC KNOE: ..ot

Noi dang cu trt:
0 Gia dinh:

\ Ong Ba

' Trudng hop ngudi nhin con nudi thudng tra trong nude, thi giri UBND x&/ phudng/thi tran noi ¢6 tham quyén dang ky
viéc nudi con nudi. Truong hop ngudi nhan con nudi va nguodi duge nhdn lam con nudi tam tri & nude ngodi, thi gui Co
quan dai dién Viét Nam, noi c6 tham quyén dang ky viéc nudi con nudi.
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Ho va tén

Ngay, thang, nam sinh

bia chi lién hé

bién thoai,/fax/ email

Quan hé vai tré em dugc nhan
lam con nubi

Néu dugc nhan tré em 1am con nudi, ching toi/tdi cam két s& chim séc, nudi
dudng, gi4o duc tré em nhu con dé cua minh va thuc hién moi nghia vu cia cha me dbi
véi con theo quy dinh caa phép luat. Chang t6i/tdi cam két trong thoi han ba nam, ké tur
ngay giao nhan con nudi, dinh ky 06 thang mot lan, giri théng bao vé tinh trang phat
trien moi mat cua con nuoi (co kem theo anh)
R0, ettt ® noi ching t6i/toi

D& DRI ot xem xét, giai quyét.
.................. , NQAY ... thang ... ndm..........
ONG BA

(Ky, ghi r6 ho tén) (Ky, ghi rd ho tén)

*Ghi 16 tén va dia chi co s nu6i dudng.
? Ghi tén UBND x&/phudng/thi tran hoicCo quan dai dién Viét Nam & nudc ngoai.
“Nhu kinh gti.
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14. Thi tuc Pang ky lai viéc nudi con nuéi trong nuwoc
14.1.Pon vi: UBND x& Tan Loi

- Ma thu tuc: 2.001255.000.00.00.H55

- S6 quyét dinh: 3062/QD-UBND

14.2. Loai thu tyc: TTHC khong dugce luat giao cho dia phuong quy dinh hodc
quy dinh chi tiét

14.3. Linh vue: Nudi con nudi
14.4. Trinh ty thwc hién:

- Budc 1. Nguoi ¢6 yéu cau diang ky lai vi éc nudi con nudi nop hd so tai Uy ban
nhan dan cap xa noi cha me¢ nudi va con nudi thuong trd hoac noi da dang ky viéc nudi
con nudi trude day

- Budc 2. Chu tich Uy ban nhan dan cap xa ky va cap cho ngudi yéu cau ding ky
lai 01 ban chinh Giay ching nhan nudi con nudi. Muc ghi cht cua ban chinh Giay
churng nhan nudi con nudi va S6 dang ky nudi con nuoi ghi ro la dang ky lai.

14.5. Cach thirc thuc hién: Tryc tiép tai Uy ban nhan dan cép xa

_ 14.6. Thanh phan ho se: To khai dang ky lai viéc nuéi con nudi (Truong hop yéu
cau dang ky lai tai Uy ban nhan dan cap xa khong phai 1a noi truge day da dang ky viéc
nudi con nudi, thi To khai phai c6 cam ket cua ngudi yéu cau dang ky lai ve tinh trung
thuc cua viéc dang ky nudi con nudi trudc d6 va cé chir Ky caa it nhat hai nguoi lam
chung).

14.7. Tén mau don, mau to khai hanh chinh: Mau TP/CN-2011/CN.04

14.8. S6 bd ho so: 01

14.9. Phi:

14.10. L¢ phi: Khéng

1411, Theoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du
ho so hop 1€

14.12. Poi twong thuc hién thia tuc hanh chinh: Cong dan Viét Nam, Nguoi Viét
Nam dinh cu ¢ nudc ngoai, Nguoi nudc ngoai, Can bg, cong chic, vién chic

~ 14.13. Co quan thuc hién thd tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi
tran.

14.14.. Co quan cé tham quyén quyét dinh:

14.15. Pia chi tiép nhan hd so: Bo phan tiép nhan va tra két qua tai Uy ban nhan
dan cap xa

14.16. Co quan phéi hop:
14.17. Co quan dwoc oty quyén:
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14.18. Két qua caa viéc thuc hién thi tuc hanh chinh: Giay chimg nh an nudi

con nuoi

14.19. Y&u ciu, diéu kién thuc hién thi tuc hanh chinh:

- S6 ho tich va ban chinh gidy to ding ky nudi con nudi bi mit hodc hu hong
khong str dung duoc;

- Cha, me nudi va con nudi déu con séng vao thoi diém yéu cau dang ky lai.
14.20. Can cw& phap ly cia TTHC:

S6 ky hiéu Trich yéu Nghégnl;)]an Co ?:;2:;] ban
52/2010/QH12 | Luat 52/2010/QH12 17-06-2010 Quéc Hoi
lchZZOI I/ND- Nghi dinh 19/2011/ND-CP 21-03-2011 Chinh phu
1BZT’§,011/ TT- Théng tu 12/2011/TT-BTP 27-06-2011 B6 Tu phap
ZB“T’E,OM’ TT- Thong tu 24/2014/TT-BTP 29-12-2014 B6 Tu phap
1c1P4/ 2016/ND- Nghi dinh 114/2016/ND-CP 08-07-2016 Chinh phu
267/2016/TT- Thong tu 267/2016/TT-BTC 14-11-2016 B Tai chinh

BTC
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Mdu TP/CN-2011/CN.04

Anh 4% 6 CONG HOA XA HQI CHU NGHIA VIET NAM Anh 4x 6
Poc l1ap - Tw do - Hanh phuc

cm cm
(chup chua TO KHAI PANG KY LAI VIEC NUOI CON NUOI (chup chua

ua 6 :

f KANN QU vt qua 6
Chung t6i /t6i la:
Ong Ba

Ho va tén

Ngay, thang, nam sinh
Noi sinh

Dén toc

Quéc tich

Noi thuong tru

S6 CMND/Hb chiéu
Noi cap
Ngay, thang, nim cip

bia chi lién hé

bién thoai/fax/email
Pa nhan nguwoi cé tén dudi day lam con nuéi:

[ [0 IRV 1 (=] AR Gigi tinh: ......
Ngay, thang, NAM SINN: ...cvviiiiii e e s sreee e
INOT SN ettt e e e et e e et e e e e e nnn e e be e enes
DAN TOC: .ottt QUAC N e,
Noi thuong tru ....................................................................................................................
Phan khai vé bén giao con nudi truéc day :
Ong Ba

Ho va tén

Ngay, thang, nam sinh
Noi sinh
Dan toc

STruong hop nudi con nuéi trong nude, thi gui UBND xa/ phwong/thi tran noi ¢6 tham quyen dang ky lai viéc nuoi con
nuéi. Truong hop nudi con nudi c6 yéu t6 nude ngoai, thi gui So Tw phdp, noi co tham quyén dang ky lai viéc nudi con
nuoi.

Néu c6 duwge cac thong tin nay.
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Quéc tich

Noi thuong tru/tam trd

So Gidy CMND/HS
chicu
Noi cép

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email

TEN CO SO NUOT QUGN .evvieeiiiiie ettt e et e e s e e snb e e e nnbr e e e anseeeeennes
Churc vu cua nguoi dai dién co S& NUOT AUGNG: ...veeivveiieeieeiie e
Viéc nuéi con nudi da dwge dang Ky tal: ..ot

Nguwoi khai
(Ky, ghi r6 ho tén)

Xac nhan cia Ngwaoi lam ching th hai

Xac nhan cia Nguwoi lam ching thw nhat’

TONEEN 1 e sinh nam .........

T61 xin [am ching viéc nudi con nudi néu trénla
ding sy that va xin chiu trach nhiém vé viéc lam

ching cua minh.

(KYs ohi va hn ton)

To1 xin lam ching viéc nudi con nudi néu trén la
ding sy that va xin chiu trach nhiém vé viéc lam
chirng cuia minh.

Vi Al vAR Lk L +AK)

*Ghi 6 la cha, me dé; nguoi gidm hé hay co sé nuéi dudng. Néu la co s6 nudi dudng thi ghi ¥6 tén co s6¢ nubi dudng,

chirc vu cua nguoi dai dién co so nuoi duong.

“ Khong can ¢ xac nhdn cia nguoi 1am chimg néuddang ky lai viée nudi con nudi tai UBND cdp x&/STP noi dadang ky viéc

NCN trudeday.
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15. Thi tuc céng nhan tuyén truyén vién phap luat

15.1. Pon vi: UBND xa Tan Loi

- Ma thu tuc: 2.001457.000.00.00.H55

- S6 quyét dinh: 673/QD-UBND

15.2. Loai thu tyc: TTHC khong dugce luat giao cho dia phuong quy dinh hodc
quy dinh chi tiét

15.3. Linh vwe: Pho bién gido duc phap luat

15.4. Trinh tu thyc hign: Dinh ky thang 9 hang nam, cong chuc tu phép - h¢ tich
chu tri, phéi hop véi Truéng Ban cong tac Mat tran, Truong thon, lang, ap, ban, buén,
phum, séc, t6 dan phd, khu phé, khdi phé va cong dong dan cu khac va nguoi ding dau
cac t6 chic chinh tri - xd Tan Loi hoi trén dja ban cap Dan Tién thdng bao cong khai
tiéu chuan tuyén truyén vién phap luat; cac quy dinh vé céng nhan tuyén truyén vién

phap luat téi co quan, don vi va nguoi dan trén dia ban co so dé ty nguyén dang ky
tham gia lam tuyén truyén vién phéap luat.

Can cu danh sach ty nguyén ding ky tham gia 1am tuyén truyén vién phap luat tir
dia ban co sé, thuc trang d6i ngii cong chuc caa Uy ban nhan danxa Tan Loi va nhu cau
xay dung doi ngii tuyén truyén vién phap luat, cong chic tu phap - ho tich ra soat, lap
danh sach nguoi du tiéu chuan trinh Chu tich UBND x& Tan Lgixem xét, cong nhan
tuyén truyén vién phap luat.

15.5. Cach thirc thuc hién: Truc tiép

15.6. Thanh phan hd so: Danh sach dé nghi cdng nhan tuyén truyén vién phap
luat cta cong chirc tu phap - ho tich.

15.7. S6 bd hd so: 01
15.8. Phi:

15.9. L¢ phi:

15.10. Mirc gia:

15.11. Thoi han giai quyét: Trong thoi han 05 ngdy lam viéc ké tir ngay nhan
duogc danh sach dé nghi cong nhan tuyén truyen vién phép luat cta cong chirc tu phap -
ho tich.

15.12. Péi twong thuc hién tha tuc hanh chinh: Céng dan Viét Nam, Nguoi Viét
Nam dinh cu ¢ nude ngoai, Nguoi nuwéc ngoai, Can bg, cdng chuc, vién chuc, T6 chuc
(khéng bao gom doanh nghiép, HTX), T6 chic nudc ngoai

~15.13. Co quan thyc hi¢n tha tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi
tran.

15.14. Co quan c6 tham quyén quyét dinh:
15.15. Pia chi tiép nhan hd so: UBND x4 Tan Loi
15.16. Co quan phdi hop: Khéng c6
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15.17. Co quan dwoc iy quyén: Khong co

15.18. Két qua ciia viéc thuc hién thii tuc hanh chinh: Quyét dinh cong nhan
tuyén truyen vién phap luat.
15.19. Yéu céu, diéu ki¢n thyc hién thi tuc hanh chinh: Ca nhan dugc dé nghi
cdng nhan lam tuyén truyéen vién phap luat phai la nguoi c6 uy tin, kién thic, am hiéu

vé phap luat .

15.20. Can cw& phap ly cia TTHC:

£, en & Ngay ban Co quan ban

S0 ky hi¢u Trich yéu hanh hanh

14/2012/QH13 | Pho bién, gido duc phap luat 20-06-2012 Quéc Hoi
_ | Quy dinh chi tiét mot s6 diéu va
éﬁ;/ZOB/ND bién phap thi hanh Luat Pho 04-04-2013 Chinh phu
bién, gido duc phap luat

10/2016/TT- Quy dinh vé bao cio vién phap . ,
BTP luat, tuyén truyén vién phap luat 22-07-2016 BO Tu phap
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16. Thi tuc cho théi [am tuy@n truyén vién phap luat
16.1 Pon vi: UBND xa Tan Loi

- Ma thi tuc: 2.001449.000.00.00.H55

- S6 quyét dinh: 673/QD-UBND

16.2. Loai thu tyc: TTHC khong dugce luat giao cho dia phuong quy dinh hodc
quy dinh chi tiét

16.3. Linh vwe: Pho bién gido duc phap luat

16.4.Trinh tw thwc hién: Khi tuyén truyén vién phap luat thuoc mét trong cac
truong hop cho thdi 1am tuyén truyén vién phap luat theo quy dinh, cong chirc tu phap -
ho tich trinh Cha tich Uy ban nhan danxa Tan Loi xem xét, ra quyét dinh cho thdi lam
tuyén truyén vién phap luat.

16.5. Cach thac thuc hién: Khong quy dinh.
16.6. Thanh phan hd so: Khong quy dinh
16.7. S6 bd ho so: Khong quy dinh.

16.8. Phi:

16.9. L¢ phi:

16.10. Murc gia:

16.11. Thoi han giai quyét: Trong thoi han 03 ngay lam viéc ké tir ngay nhan
duge dé nghi cua cong chuc tu phap - ho tich, Chu tich UBND xa Tan Logixem xét,
quyét dinh cho thoi lam tuyén truyén vién phap luat.

16.12. Péi twong thwe hién thi tuc hanh chinh: Céng dan Viét Nam, Nguoi Viét
Nam dinh cu ¢ nude ngoai, Ngudi nudc ngoai, Can bg, cong chuc, vién chuc, To chuc
(khéng bao gom doanh nghiép, HTX), T6 chic nudc ngoai

~16.13. Co quan thyc hi¢n thi tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi
tran.

16.14. Co quan c¢6 tham quyén quyét dinh:

16.15. Pia chi tiép nhan ho so: UBND cap x&

16.16. Co’ quan phoi hep: Khdng c6

16.17. Co quan dwoc @y quyén: Khéng cé

16.18. Két qua ciia viéc thyc hién thii tuc hanh chinh: Quyét dinh cho thoi 1am
tuyén truyen vién phép luat.

16.19. Yéu cau, dieu ki¢n thyc hién thi tuc hanh chinh: Viéc cho thdi lam
tuyén truyen vién phap luat dugc thuc hién khi tuyén truyéen vién phap luat thuéc mot
trong cac truong hop sau day:

+ Tu nguyén xin thdi 1am tuyén truyén vién phép luat vi ly do stc khoe, hoan canh
gia dinh hod4c vi 1y do chinh dang khac;
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+ Thuc hién mot trong céc hanh vi bi cim theo quy dinh tai Diéu 9 Luat phd bién,
giao duc phap luat;

+ Bj Toa an két 4n va ban 4n da c6 hiéu lyc phap luat;

+ MAat nang lyc hanh vi dan su hodc c6 khé khian trong nhan thic, 1am cha hanh vi
hoac han ché nang luc hanh vi dan su theo quy dinh cua B luat dan su.

16.20. Cin cir phap ly caa TTHC:

A en & Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh
14/2012/QH13 | bién, gido duc phap luat 20-06-2012 Quéc Hoi
_ | Quy dinh chi tiét mét s6 diéu
égfm ND- G bién phap thi hanh Luat Phd | 04-04-2013 Chinh phu
bién, gido duc phap luat
| Quy dinh vé bao cdo vién phap
1891./'%016”1_ luat, tuyén truyén vién phap 22-07-2016 Bo Tu phép

luat
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17. Thi tuc cong nhén t6 truéng té hoa giai
17.1. Pon vi:UBND xa Tan Loi
- Ma thu tuc: 2.000333.000.00.00.H55
- S6 quyét dinh: 3520/QD-UBND
17.2. Loai thu tyc: TTHC khong dugc luat giao cho dia phuong quy dinh hoac
quy dinh chi tiét
17.3. Linh vuwe: Phé bién gido duc phap luat
_ 17.4. Trinh ty thyc hign:Trong thoi han 05 ngay, ke tir ngdy to chac cudc hop
bau to truong to hoa giai, Truong ban cong tac Mat tran lam van ban dé nghi cong nhan
to truong to hoa gidi kem theo bién ban kiém phicu hodc bién ban ve ket qua bieu quyet
Ve vigc bau t6 truong to hoa giai, giri Chu tich Uy ban nhan dan cap xa. Trong thoi han
05 ngay lam viéc, k€ tu ngay nhan dugc van ban dé nghi cong nhan to trudng to hoa
giai, Chu tich Uy ban nhan dan cap xa xem xét, quyét dinh.
17.5. Céch thitc thuc hién: Nop truc tiép
_17.6. Thai han giai quyét: Trong thoi han 05 ngdy lam viéc, ké tir ngay nhan du
ho so theo quy dinh.
17.7. Thanh phan ho so

M&iu don, to

TA 4 N ) A l
én giay to Khai So lwgng
3 : : : s x Ban chinh: 1
Van ban dé nghi cong nhan t6 trudng té hoa giai mau 07 .
gt & e & & . Ban sao: 0
Bién ban kiém phiéu hoic bién ban vé két qua biéu
quyét vé viéc bau t6 trudng to6 hoa giai trong miu 04 Ban chinh: 1

truong hop bau to trudng td hoa giai vién bang Béan sao: 0
hinh thurc biéu quyét cong khai

Bién ban kiém phiéu hoac bién ban vé két qua biéu

quyét vé viéc bau to trudng td hoa giai trong miu 05 Ban chinh: 1
truong hop bau to trudng to6 hoa giai vién bang Bén sao: 0

hinh thtrc bo phiéu kin)

17.8. Doi twgng thuc hién: Cong dan Viét Nam, Nguoi Viét Nam dinh cu & nude
ngoai, Nguoi nudc ngoai

17.9. Co quan thie hién: Uy ban Nhan dan x4, phuong, thi trn.

17.10.Co quan c6 thAm quyén: Khéng cd thong tin

17.11. Pia chi tiép nhan HS: UBND cap xa/phudng

17.12. Co quan dwgrc iy quyén:
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17.13. Co quan phdi hop:

17.14. Két qua thue hién: Quyét dinh cong nhén to trudng td hoa giai.

17.15. Can cwr phap ly:

Ko en L X Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh
Nghi quyét lién tich
?égggﬁ/[NT%g\/f%P 01/2014/NQLT/CP- 18-11-2014 Chinh phu
UBTUMTTQVN

17.16. Yéu cau, dieu kién thuc hién:
Nguoi duge cong nhan 1a to truong t6 hoa giai phai dat trén 50% s6 hoa gidi vién
cua to hoa gidi dong y va la ngudi co so phiéu bau cao nhat.
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Mau s6 07
X4a, phudng, thi tran: CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc
Thon, té danphé: e
.., NEAy ... thang ... nam....

GIAY PE NGHI
Cong nhan to trwéng to hoa giai ,
Kinh gii: Chu tich Uy ban nhan dan xa/phuong/thi tran

Can ct két qua bau to truong to hoa giai (c6 bién ban giri kém), Ban cong tac Mt tran

thon/td dan phd.........coveeveiieiieiinL. dé nghi Chua tich Uy ban nhan dan
xa/phudng/thi tran................. xem xét, quyét dinh céng nhan to truong to hoa giai ddi
Va1 Ong (ba) cb tén sau day:
Stt Ho va tén Pia chi Ty & % hoa giai vién caa to
hoa giai dong y

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi rd ho tén)

DAl DIEN HOQ GIA DINH TM. TO BAU HOA GIAI VIEN
CHUNG KIEN1 TO TRUONG
(Ky va ghi rd ho tén) (Ky va ghi rd ho tén)



file:///C:\Users\PC\Desktop\nh?p%20v?n%20b?n\01.2014.NQLT.CP.UBTUMTTQVN%20(1).doc%23_ftn3
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MAu s6 04

X4a, phudng, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
.............. Poc l1ap - Tw do - Hanh phuc
Thén,to danpho: e
o . . BIENBAN
VE KET QUA BIEU QUYET BAU TO TRUONG TO HOA GIAI
Ho6m nay, vao.......... gio......... ,ngay..... thang........ nam......
Ta_}i: ........................................................ PRSPPI
TO hoa gidi.....covviiiine, thon/to dan
PO .

S0 luong hoa giai Vién tham dur CUGC hOP:.......uuerrvvverieerceesisecssene
Két qua biéu quyét bau t6 trudng to hoa giai nhu
SAUL . .vtvveereereeseesteetaereetesreataeeeeestearaereeneas
A N e R 2 A O \ sos o= A - R \
Stt Ho VA t8n So nAgu’ol bley Ty 1€ % hoa_g!alylenICua To hoa
: qguyét dong y giai dong y
Cudc hop két thuc vao..... gid..... ngdy.... thang..... ndm.......

Bién ban nay duoc doc cong khai tai cugc hop.

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi rd ho tén)
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Mau s6 05
X4a, phudng, thi tran: CONG HOA XA HOQI CHU NGHIA VIET NAM
............................... Pgc l1ap - Tw do - Hanh phuc
Thon, téo danphé: s
BIEN BAN
KIEM PHIEU BAU TO TRUONG TO HOA GIAL
Hom nay, vao...... gio...... ,ngay....thang....nam...........
L I 1
TONOAGIAL «evveeeeeeeeee e, thon/td dan
111 YOO
t6 chtrc cudc hop bau to trudng to hoa giai bang hinh thic bo phiéu kin.
To6 kiém phiéu bao gom cac ong (ba) c6 tén sau day:
ONG (BA) .ottt ettt ettt - T6 Trudng
O Lol (=) TR - Thanh vién
O Lol (=) T - Thanh vién
S6 lwong hoa gidi VIBN Cla 16 NOA QAT ........c.vevieeeeeeeeeeeeeeee et
S6 lugng hoa gial VIBN tham au CUOC NOP:.....oveeeeeeeeeeeeeeeeeeeeeeeeeee et eeeee e,

Két qua kiém phiéu bau t6 truéng té hoa giai nhu sau:
- Tong s6 phiéu phat ra:

- Tong s6 phiéu thu vé:

- Sb phiéu hop lé:

- S6 phiéu khdng hop 1¢:

- Két qua kiém phiéu:

X o L R =14 0 S o A > L~
Stt Ho VA tén So nAglmi bley Ty 1€ % hoa_ glal;\VIel"l, cua to hoa
: quyét dong y glai dong y
Cudc hop két thuc vao..... gid..... ngay...... thang..... nam. .....

Bién ban nay dugc doc cong khai tai cugc hop.

TRUONG BAN CONG TAC TM. TO KIEM PHIEU
MAT TRAN TO TRUONG

(Ky va ghi rd ho tén) (Ky va ghi rd ho tén)
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18. Thu tuc cong nhan hoa giii vién

18.1. Pon vi: UBND x& Tan Loi

- Ma thu tuc:2.000373.000.00.00.H55

- S6 quyét dinh:3520/QP-UBND

18.2. Loai thu tuc:TTHC khong dugc ludt giao cho dia phuong quy dinh hodc quy
dinh chi tiét

18.3. Linh vwe:Pho bién gido duc phép luat

18.4. Trinh ty thuc hién:

- Truong hop 5O nguoi dugce dé nghi cong nhan la hoa giai vién lay theo két qua bo
phiéu tir cao xuong thap nhiéu hon s lugng hoa giai vién duoc Chu tich Uy ban nhan
dan cap xd quyét dinh thi Truéng ban cong tac Mat tran 18p danh sach nhiing nguoi
duoc dé nghi cong nhan, trong do bao gém nhing nguoi c6 so phiéu bang nhau gtri Chu
tich Uy ban nhan déin cap xa xem xét, quyét dinh.

Truong hop két qua bau hoa giai vién dap tng yéu cau quy dinh tai Diém a, Piém
b Khoan 3 Diéu 8 ciia Luat hoa giai & co so, Trudong ban cong tic Mit tran 1ap danh
sach nguoi dugc dé nghi cong nhan 13 hoa giai vién kém theo bién ban kiém phiéu hodc
bién ban vé két qua biéu quyét bau hoa giai vién giri Chu tich Uy ban nhan dan céap xa.

Trong thdi han 05 ngdy 1am viéc, ké tir ngay nhan dugc danh sach nguoi duge dé
nghi céng nhan hoa giai vién, Chi tich Uy ban nhan dan cip xa xem xét, quyét dinh;

18.5. Cach thirc thuce hién:

Hinh thire Thoi han giai

np quyét Phi, 1¢ phi Mo ta
, Trong thoi han 05 ngay lam
Truc tiép 5 Ngay lam viéc viée, ké tr ngay nhan du hoé so
theo quy dinh.
18.6. Thanh phan hd so:
Tén gidy to Vaw 9o @ 1 56 lugng

Danh sach nguoi dugc dé nghi cong nhan 1a hoa
giai vién (M?lu s0 06 tai Phu,luc ban hanh kém theo Miu 6 06 Ban chinh: 1
Nghi quyét lién tich s6 01/2014/NQLT-CP- 4 Ban sao: 0

UBTUMTTQVN)
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Tén gidy to Maukggin, to S6 lwong

- Bién ban kiém phiéu hodc bién ban vé két qua
biéu quyét bau hoa giai vién (Mau s 01 tai Phu luc
ban hanh kém theo Nghi quyét lién tich sb
01/2014/NQLT-CP-UBTUMTTQVN trong trudng
hop bau hoa giai vién bang hinh thic biéu quyét
cong khai; Mau s6 02 tai Phu luc ban hanh kém
theo Nghi quyét lién tich sd 01/2014/NQLT-CP-
UBTUMTTQVN trong truong hop bau hoa giai
vién bang hinh thirc bé phiéu kin; Mau s6 03 tai
Phu luc ban hanh kém theo Nghi quyét lién tich s6
01/2014/NQLT-CP-UBTUMTTQVN trong truong
hop bau hoa giai vién bang hinh thirc phat phiéu
bau dén ho gia dinh).

Ban chinh: 1
Ban sao: 0

18.7. Poi twong thue hién:Cong dan Viét Nam, Nguoi Viét Nam dinh cu ¢ nudc
ngoai, Nguoi nudc ngoai

18.8. Co quan thie hién:Uy ban Nhan dan x&, phuong, thi tran.

18.9. Co quan ¢é thim quyén:Uy ban Nhan dan x4, phuong, thi tran.

18.10. Pia chi tiép nhan HS:Uy ban nhan déan cap xa

18.11. Co quan dwgrc iy quyén:

18.12. Co quan phdi hop:

18.13. Két qua thue hién:Quyét dinh cong nhan hoa giai vién.

18.14. Can cwr phap ly:

S6 ky hi¢u Trich yéu Ngﬁgnga” Co quan ban

Nghi quyét lién tich
01/2014/NQLT/CP- 18-11-2014 Chinh phu
UBTUMTTQVN

01/2014/NQLT/CP
-UBTUMTTQVN

18.15. Yéu ciu, diéu kién thwc hién:

Nguoi dugc Wdé nghi pér}g nhan 1a hoa giai vién phai dat trén 50% dai dién hd gia
dinh trong thdn, t6 dan pho dong y.
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MAau sé 06

X4a, phuong, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
.......... Poc l1ap - Tw do - Hanh phuc

., hgay ... thang ... nam

‘ DANH SACH
Pé nghi cdng nhan hoa giai vién

Kinh giri: Cha tich Uy ban nhan dan xa/phuong/thi tran.........

Can cu két qua bau hoa giai vién (c6 bién ban gui kém), Ban cdng tac Mat tran thén/to

AN PG, dé nghi Chu tich Uy ban nhan dan
xa/phudng/thi tran....................... xem xét, quyét dinh c¢éng nhan hoa giai vién doi
Vo1 cac ong (ba) co tén sau day:

Stt Ho va tén Pia chi Ty Ié % dai dién h§ gia dinh trong

thon, té6 dan phé dong y

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi rd ho tén)
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19. Thu tuc thanh toan thu lao cho hoa gidi vién

19.1. Pon vi: UBND x& Tan Loi
- Ma tha tuc: 2.002080.000.00.00.H55
- S6 quyét dinh: 3062/QD-UBND

19.2. Loai tha tuc: TTHC khong dugc ludt giao cho dia phuong quy dinh hodc

quy dinh chi tiét
19.3. Linh vuwe: Phé bién gido duc phap luat
19.4. Trinh ty thue hién:

T6 truong to hoa giai 1ap hd so dé nghi thanh toan thu lao cho hoa giai vién.
Trong thoi han 05 ngay lam viée, ké tir ngay nhan du ho so hop 1¢, Uy ban nhan dan cép
x3d xem xét, quyét dinh va tra thu lao cho hoa giai vién thong qua to hoa giai; truong hop
quyét dinh khong thanh toan cho hoa giai vién thi phai tra 16i bang van ban va néu rd 1y

do.
19.5. Cach thire thuc hién:

Hinh thire Thoi han giai

np quy &t Phi, I¢ phi Mo ta
Trong thoi han 05 ngay lam
viée, ké tor ngay nhan du ho
so theo quy dinh. T6 hoa giai
Tryc ti ép 5 Ngdy lam viéc thuc hién tra thu lao cho hoa

giai vién theo quyét dinh cia
Uy ban nhan dan cip xa
trong thoi han 03 ngay, ké tir
ngay nhan dugc thu lao.

19.6. Thanh phan hd so:

Mau don, to

chir ky cua hoa giai vién; chir ky xac nhan cua to
truong to hoa giai. Xudt trinh Sb theo doi hoat
dong hoa giai & co sd dé ddi chiéu khi can thiét.

Tén gidy to Khai S6 luwong
Gidy dé nghi thanh toan thu lao cta hoa giai vién
co ghi 10 ho, tén, dia chi cua hoa giai vién; tén, dia
chi t6 hoa giai; s6 tién dé nghi thanh todn; ndi dung
thanh toan (c6 danh sach cac vu, viéc trong truong Bén chinh: 1
hop dé nghi thanh toan thu lao cho nhiéu vu, viée); Ban sao: 0
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19.7. Péi twong thuwe hién: Cong dan Viét Nam, Nguoi Viét Nam dinh cu ¢ nude
ngoai, Ngudi nudc ngoai

19.8. Co quan thue hién: Uy ban Nhan dan x&, phuong, thi trén.

19.9. Co quan c¢é tham quyén: Uy ban Nhan dan x4, phuong, thi tran.

19.10. Pia chi tiép nhan HS: Uy ban Nhan dan x4, phuong, thi trin.

19.11. Co quan dwoe iy quyén:

19.12. Co quan phdi hop:

19.13. Két qua thuc hién:Quy,ét dinh thanh to4n thu lao cho hoa giai vién/ hoac
van ban tra 101 trong truong hop quyéet dinh khong thanh toan.

19.14. Can cw phap ly:

19.15. Yéu chu, diéu kién thue hién:Diéu kién dugc huong thu lao theo vu, viéc
cua hoa giai vién:

-V, viéc duoc tién hanh hoa giai va da két thuc trong truong hop:

+ Cac bén dat duogc thoa thuan;

+ Mot bén hodc cac bén yéu cau cham dat hoa giai;

+ Hoa giai vién quyét dinh két thiic hoa giai khi cac bén khong thé dat dugc thoa
thuan va viéc tiép tuc hoa giai cling khong thé dat duoc két qua. - Hoa giai vién khong
vi pham nghia vu sau:

+ Thuc hién hoa giai khi c6 can ctr theo quy dinh tai Diéu 16 cta Luat hoa gidi &
co s¢. + Tuan thu cac nguyén tic quy dinh tai Bicu 4 cua Luat hoa giai ¢ co sd.

+ Tur chéi tién hanh hoa giai néu ban than c6 quyén loi va nghia vu lién quan dén
vy, viéc hoa giai hoac vi Iy do khac dan dén khong thé bdo dam khach quan, cong bang
trong hoa giai.

+ Thong bao kip thoi cho to trudng t6 hoa giai dé bao cdo Chu tich Uy ban nhan
dan cap xa c6 bi¢n phap phong ngua trong truong hop thdy mau thuan, tranh chap
nghiém trong c¢6 thé dan dén hanh vi bao lyc gay anh huoéng dén strc khoé, tinh mang
cua cac bén hodc gay mat trat tu cong cong.

+ Thong bao kip thoi cho t6 trudng t6 hoa giai dé bao cao co quan co tham quyén
xur ly trong truong hop phat hién mau thuan, tranh chap c6 dau hi€u vi pham phap luat
vé xu ly vi pham hanh chinh hodc phép luat vé hinh sy.

-V, viéc duoc tién hanh hoa giai va da két thuc trong truong hop:

+ Cac bén dat duoc thoa thuan;

+ Mot bén hodc cac bén yéu cau chidm dut hoa giai;

+ Hoa giai vién quyét dinh két thic hoa giai khi cac bén khong thé dat dugc thoa
thuan va viéc tiép tuc hoa giai ciing khong thé dat duoc két qua.

- Hoa giai vién khong vi pham nghia vu sau:
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+ Thuc hién hoa giai khi ¢6 can ctr theo quy dinh tai Diéu 16 cua Luat hoa gidi &
co sé. + Tuan thu cac nguyén tac quy dinh tai Bi€u 4 cua Luat hoa gidi & co so.

+ Tur chdi tién hanh hoa giai néu ban than c6 quyén loi va nghia vu lién quan dén
vu, viéc hoa giai hodc vi Iy do khac dan dén khong thé bao dam khach quan, céng bang
trong hoa giai.

+ Théng bao kip thoi cho to truong t6 hoa giai dé bao cdo Chu tich Uy ban nhan
dan cip x4 co bién phap phong ngira trong truong hop thdy mau thudn, tranh chip
nghiém trong c6 thé din dén hanh vi bao luc gay anh hudng dén strc khoé, tinh mang
clia cac bén hoic gdy mat trat ty cong cong.

+ Théng bao kip thoi cho t6 truong t6 hoa giai dé bao cdo co quan cd thim quyén
xur Iy trong truong hop phat hién mau thuan, tranh chip c6 dau hiéu vi pham phép luat
vé xir 1y vi pham hanh chinh hoic phap luat vé hinh su.
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20. Thii tuc thoi lam hoa giai vién (cip xa)
20.1. Pon vi:UBND xa Tan Loi
- Ma thu tuc: 2.000930.000.00.00.H55
- S6 quyét dinh: 3062/QD-UBND
20.2. Loai thi tuc: TTHC dugc luat giao quy dinh chi tiét
20.3. Linh vwe: Pho bién gido duc phap luat
20.4. Trinh ty thuc hién:

To trudng to hoa giai dé nghi Truong ban cong tac Mat tran phdi hop VOl truong
thon, t6 truong t6 dan pho lam van ban dé nghj Chu tich Uy ban nhan dan cap x4 ra
quyét dinh thoi 1am hoa giai vién.

Trong thoi han 10 ngdy, ké tir khi nhan duoc dé nghi cia t6 trudng To6 hoa giai vé
vigc thoi lam hoa giai vién, Truong ban cong tac Mat trén chu tri, phdi hop voi truong
thon, to truong dan phé xem xét, xac minh, 1am vin ban dé nghi Chu tich Uy ban nhan
dan cép x4 ra quyet dinh thoi lam hoa giai vién (MAu s6 08 tai Phu luc ban hanh kém
theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

Dbi v6i truong hop thoi lam hoa giai vién theo quy dinh tai Piém b, Diém ¢ Khoan
1 biéu 11 cua Luat hoa giai ¢ co 80, néu Truong ban cong tac Mat tran, truong thon, t6
truong to dan phd khong dong ¥ voi dé nghi cua t6 truong t6 hoa giai hodc Trudong ban
cong tac Mat tran va truong thon, t6 truong to dan phd khong théng nhat dugc voi nhau
vé dé nghi cua t6 truong to hoa giai, thi Truong ban cong tac Mat tran thong bao voi t6
truong t6 hoa giai, néu 18 1y do khong dong y, dong thoi bao cdo Chi tich Uy ban nhan
dan cap xa@ xem xet, quyét dinh (Mau s6 09 tai Phu lyc ban hanh kém theo Nghi quyét
lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

Truong hop théi 1am hoa giai vién dbi vOi t6 truong t6 hoa giai thi Trudng ban
cong tac Mat tran phdi hop voi truong thon, t6 truong t6 dan phd lam vin ban dé nghi
Chu tich Uy ban nhén dan cép x4 ra quyét dinh thoi 1am hoa giai vién.

Trong thoi han 05 ngay lam viéc, ké tir ngay nhan dugc van ban dé nghi hoic bao

c4o vé viéc thoi 1am hoa giai vién, Chu tich Uy ban nhan dan cép xa xem xét, quyét
dinh.

20.5. Cach thirc thywe hién: Truc tiép, truc tuyén hodc qua dich vu buu chinh cong
ich

20.6. Thanh phan ho so:

Mau don, to

Tén gidy to S6 lwong

khai
Van ban dé nghi ra quyét dinh thoi lam hoa giai
vién (Mau s6 08 tai Phu luc ban hanh kém theo Miu s 08 Ban chinh: 0
Nghi quyét lién tich s6 01/2014/NQLT-CP- Ban sao: 0

UBTUMTTQVN
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20.7. Pdi twong thue hién: Cong dan Viét Nam, T6 chic (khong bao gdbm doanh
nghi¢p, HTX)

20.8. Co quan thye hién: Uy ban nhan dan cap xa

20.9. Co quan c6 thAm quyén:

20.10. Pia chi tiép nhan HS:

20.11. Co quan dwoc iy quyén:

20.12. Co quan phoi hop:

20.13. Két qua thue hién: Quyét dinh thoi 1am hoa giai vién.

20.14. Can cu phap ly:

20.15. Yéu cau, diéu kién thwc hién:

Vié¢c thoi lam hoa giai vién dugc thuc hién trong cac truong hop sau day:

- Theo nguyén vong cua hoa giai vién;

- Hoa giai vién khong con dap img mét trong cac tiéu chuin quy dinh tai Diéu 7
cua Luat hoa giai ¢ co sd;

- Vi pham nguyén tac t6 chic, hoat dong hoa giai ¢ co 80 theo quy dinh tai Piéu 4
cua Luat hoa giai ¢ co s& hodac khong co6 di€u kién ti€p tuc 1am hoa giai vién do bi xtr ly
vi pham phap luat.

- Theo nguyén vong ctia hoa giai vién;

- Hoa giai vién khong con dap tmg mot trong cac tiéu chuan quy dinh tai Diéu 7
cua Luat hoa giai ¢ co s¢;

- Vi pham nguyén tic to chuc, hoat d(f)‘ng hoa gi;’li 0 co sO theo quy dinh tai Diéu 4
cua Luat hoa giai & co s& hodac khong co6 diéu kién ti€p tuc lam hoa giai vién do bi xtr ly
Vi pham phap luat.



62

Mau s6 08
Xa, phuong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
............................... Poc l1ap - Tw do - Hanh phuc
Thon, té danphé: e

., hgay ... thang ... nam

GIAY PE NGHI
Ve viéc thoi lam hoa giai vién

vé viéc thdi lam hoa giai vién, dé nghi Chu tich Uy ban nhan dan xa/phuong/thi

BPADL. oo, xem xét, quyét dinh thoi 1am hoa giai vién
A61 VGT ONG (DA): ..o
o 1T ol ) SO O RTROSURRRORRR
Ly do thoi 1am hoa QIal VIEN:........ccoioeeiiee et
~ TRUONG THON/ TRUONG BAN CONG TAC MAT TRAN
TO TRUONG TO DAN PHO (Ky va ghi rd ho tén)

(Ky va ghi 15 ho tén)



63

VI. LINH VUC HQ TICH

21. Thi tuc ding Ky khai sinh

21.1. Pon vi:UBND x4 Tan Loi

- Ma thi tuc: 1.001193.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

21.2. Loai thii tuc: TTHC duoc luat giao quy dinh chi tiét

21.3. Linh vue: H tich

21.4. Trinh ty thwc hién:

- Nguoi co yéu cau dang ky khai sinh nop hd so tai UBND x& Tan Loi c6 tham

quyen.

- Nguoi tiép nhan ¢d trach nhiém kieém tra ngay toan b6 ho so, doi chiéu thang tin
trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi Yéu cau nop, xuat trinh.

- Néu ho so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi
rd ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan ngudi nop ho
so bo sung, hoan thién theo quy dinh; truong hop khdng thé bo sung, hoan thién ho so
ngay thi phai lap thanh vian ban huéng dan, trong d6 néu 13 loai giay to, noi dung can bo
sung, hoan thién, ky, ghi rd ho, chir dém, tén cta ngudi tiép nhan.

- Néu hé so sau khi da dugc huéng dan ma khong dugc bo sung day du, hoan thién
thi ngudi tiep nhan tir choi tiép nhan ho so va 1ap van ban tir chéi ti€p nhan ho so, trong
do6 ghi ro 1y do tur choi, ky, ghi rd ho, chir dém, tén ctia nguoi tiep nhan,

- Ngay sau khi nhan du gidy to theo quy dinh, néu thay thong tin khai sinh day du
va phl hop, c6ng chtic tu phép - ho tich bao cio Chu tich Uy ban nhan dan x& Tan Loi.
Truong hop Chu tich UBND xa Tan LoiCa ddng y giai quyét thi cong chirc tu phéap - ho
tich cap nhat thong tin khai sinh theo hudng dan dé lay S6 dinh danh c4 nhan (ddi voi
cac dia phuong da trién khai cip S6 dinh danh c4 nhan khi dang ky khai sinh), ghi ndi
dung khai sinh vao S6 dang ky khai sinh, cing ngudi di dang ky khai sinh ky tén vao
S6. Chu tich Uy ban nhan dan x& Tan Loiky Giay khai sinh cap cho nguoi duoc dang ky
khai sinh.

*Luuy:

+ Truong hop nguoi yéu cau nop giay to 1a ban sao duoc cap tir s6 goc hoic ban
sao dugc chiing thuc tir ban chinh thi nguoi tiép nhan ho so khong duoc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc da d6i chiéu noi dung gidy to do, khong dugc yéu cau ngudi di dang ky nop ban
sao ¢ chang thuc gidy to do.

+ Tru’ong hop phap luét quy dinh XUat trinh glay to khi dang ky hd tich, nguoi tlep

nhan co trach nhiém klem tra gidy to Xuit trinh, dol chiéu véi thong tin trong T khai va
tra lai cho nguoi xuat trinh, khong duoc yéu cau nguoi ding ky ho tich nop thém ban
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sao giay to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuét trinh hodc ghi lai théng
tin caa gidy to xuat trinh dé luu hd so.

+ Ngudi tiép nhan cé trach nhiém tiép nhan dung, du hd so dang ky ho tich theo
quy dinh cua phap luat hd tich, khong duoc yéu cau ngudi diang ky ho tich nop thém
gidy to ma phap luat ho tich khong quy dinh phai nop.

21.5. Cach thic thuc hién:

- Ngudi ¢6 yéu cau dang ky khai sinh truc tiép thuc hién hoic uy quyén cho ngudi
khac thuc hién viéc dang ky khai sinh;

- Nguoi thuc hién viée dang ky khai sinh ¢ thé tryc tiép nop ho so tai UBND xé
Tan Loico tham quyeén hoac gui ho so qua hé thong buu chinh.

21.6. Thanh phan hd so:
* Gidy to phdi xudt trinh:
- Ho chiéu hoic chitng minh nhan dan hoic thé can cude cdng dan hoic cac gidy to

khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyeén cap, con gia tri sir dung
dé ching minh vé nhan than cta nguoi ¢6 yéu cau dang ky khai sinh;

- Giay to chung minh noi cu tri dé chiing minh tham quyén ding ky khai sinh;
truong hop cha, me cua tré da dang ky két hon thi phai xuat trinh Gidy ching nhan két
hon (trong giai doan Co s¢ di ligu qudc gia vé dan cu va Co so dit liéu ho tich dién tir
toan quédc chua dugc xay dung xong va thuc hién théng nhét trén toan quoc).

* Gidy to phdi ngp:
- T khai ding ky khai sinh theo mau.

- Ban chinh Giay Chu’ng sinh; truong hop khong c6 Gidy chang sinh thi ndp van
ban cua nguoi lam chiing xac nhan vé viéc sinh; néu khong c6 ngudi 1am ching thi phai
c6 giay cam doan vé viéc sinh;

- Trudng hop tré em bi bo roi thi phai c6 bién ban vé viéc tré bj bo roi do co quan
cd tham quyen lap.

- Truong hop khai sinh cho tre em sinh ra do mang thai ho phai c6 van ban xac
nhan cia co so'y té da thuc hién k¥ thuat ho trg sinh san cho viéc mang thai ho.

- Vin ban uy quyén theo quy dinh caa phap luat trong truong hop ty quyén thuc
hién viéc dang ky khai sinh.

21.7. Tén mau don, miu t& khai hanh chinh: T khai ding ky khai sinh

21.8. S6 bd ho so: 01 bo

21.9. Phi:

21.10. L& phi: 7.000d6ng/hd so

- Mién 18 phi d6i véi truong hop khai sinh dung han, nguoi thuge gia dinh ¢6 cong
v6i cach mang; nguoi thuoc ho ngheo; ngudi khuyet tat. (Theo quy dinh tai Quyet dinh
S0 44/2016/QB-UBND ngay 20/12/2016 cia UBND tinh Thai Nguyén)
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21.11. Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, tru:ong hop nhén
hd so sau 15 gio ma khdng giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép

theo.

21.12. Péi tweng thuc hién thi tuc hanh chinh: Céng dan Viét Nam, Nguoi Viét
Nam dinh cu & nudc ngoai

21.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa

21.14. Co quan c¢é tham quyén quyét dinh: Uy ban nhan dan cap xa

21.15. Pija chi tiép nhan hd so: Bo phan tiép nhan va tra két qua UBND cap x&

21.16. Co quan phoi hop: Khdng

21.17. Co quan dwoc @y quyén:

21.18. Két qua ciia viéc thuc hién thii tuc hanh chinh: Gidy khai sinh
21.19. Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khéng
21.20. Can cw phép ly caa TTHC:

dan trén dia ban tinh Thai
Nguyén

S C X Ngay ban Co quan ban
SO ky hi¢u Trich yéu hanh hanh
60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Quéc Hoi
Nghi dinh 123/2015/ND-CP -
123/2015/ND- | Quy dinh chi tiét mot s6 diéu 1. o
CP va bién phap thi hanh Luat He | -0 1172015 | Chinh phu
tich
g}I{gOZO/TT_ Thong tu 04/2020/TT-BTP 28-05-2020
Quy dinh t6 chire thuc hién
muc thu, ché do thu, ndp, quan
44/2016/Qb- | 1y va st dung 1€ phi ho tich va 20-12-2016 UBND tinh Thai
UBND 1€ phi cap ching minh nhan Nguyén
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CONG HOA XA HQOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
I QU Y e

Ho, Chit dém, t8N NEUOT YEU CAU .........ovveeeeeeeeeeeeeeeeee et

Quan hé vai nguoi GuoC KNai SINN .o
Pé nghico quan ding ky khai sinh cho ngudi dwéi diy:

HO, Chilt @@, TEN: ..o e et e et et e e e e teeeeenneanee e
Ngay, thang, nam sinh: ...........cccceeviiiiiiieiiieee e, ghi bANG ChT: v

QUE QUAN: .ttt ettt ekt b s b et e b e e st e Rt e b e e b e be e Re e be et e e e e e Rt e Rt e R e e b e re b e
Ho, Chit d€m, teNn NEWOT ME: ...
NAM ST ® s DETIRC eI QUAC tCh: oo
INOT CU T @) oottt et et et et et et et et ettt ettt e e e e e e e e et esesesesereresesererereeens
Ho, Chit dém, t&n MEUWOT CHAI ...
NAM SINh: @ DTN R I QUAC tiCh: e,
INOT CU T @ ettt ettt et ettt et ee et et et ee e e et ee e et e et et en s e e esen e e eeeens
TG! cam doan noi dung d& nghi dang ky khai sinh trén ddy 1a dung su that, duoc su thoa thuan
nhat tri cia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.

Lam tai: ........................ , NQAY ........... thang ......... nam ..............

Ngudi yéu cau
(Ky, ghi 8 ho, chi dém, tén)

Dé nghi cap ban sao®: C6 |:| Khoéng []
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Chu thich:

YGhi 15 tén co quan ding ky khai sinh.

@) Ghi theo noi dang ky thuong tra; néu khong c6 noi dang ky thuong trd thi ghi theo noi
dang ky tam tra; treong hop khoéng co noi dang ky thuong tra va noi dang ky tam tra thi ghi
theo noi dang sinh sbng.

®) Ghi thong tin v& giy to tily than cua nguoi di dang ky, ghi 16 s8, co quan cap, ngay
cap ho chiéu, chizng minh nhan dan hoic giy to hop 1é thay thé (Vi du: Chitng minh nhan dan
s6 001089123 do CAng an thanh ph Ha Noi cap ngay 20/10/2014).
® Trudng hop sinh tai co so'y t& thi ghi rd tén co s&' y té va va dia chi tru s¢ co so'y té do.

Vi du:- Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha Noi

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s& Y té thi ghi dia danh cua 03 cap hanh chinh (xa, huyén,
tinh), noi sinh ra.

Vi dy: x3 Binh Bang, huyén Tir Son, tinh Bac Ninh.

®) Ghi day du ngay, thang sinh cua cha, me (néu co).

© P& nghi danh dau X vao 8 néu cé yéu cau cap ban sao va ghi rd sé luong..
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22. Thii tuc diing ky két hon

22.1. Pon vi: UBND x& Téan Loi

- Ma thu tuc: 1.000894.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

22.2. Loai thii tuc: TTHC dugc luat giao quy dinh chi tiét

22.3. Linh vwe: Ho tich

22.4 . Trinh tw thuc hién:

- Nguoi c6 yéu ciu ding ky két hon nop ho so tai UBND x& Téan Loicé tham

quyen.

- Nguoi tiép nhan cd trach nhiém kieém tra ngay toan b6 ho so, doi chiéu thang tin
trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi Yéu cau nop, xuat trinh.

- Néu ho so day du, hop I¢, nguoi tlep nhan ho so viét gidy tiép nhan, trong do ghi
ro ngay, gio tra két qua; néu ho so chwa day du, hoan thién thi huéng dan nguoi nop ho
so bo sung, hoan thién theo quy dinh; truong hop khdng thé bo sung, hoan thién ho so
ngay thi phai lap thanh vian ban huéng dan, trong d6 néu 13 loai giay to, noi dung can bo
sung, hoan thién, ky, ghi rd ho, chir dém tén cuia ngudi tiép nhan.

- HO so sau khi da duoc hudng dan ma khong duoc bo sung day du, hoan thién thi
ngudi tiep nhan tir choi tiep nhan ho so va 1ap van ban tu choi tiep nhan ho so, trong do
ghi rd ly do tur choi, ky, ghi rd ho, chir dém, tén cua ngudi ticp nhan.

- Ngay sau khi tiép nhan da hd so hop 18, néu thay du diéu kién két hén theo quy
dinh, cdng chtre tu phép - ho tich bao cao Chu tich UBND x& Tan Loi. Truong hop Chu
tich UBND xa Tan Loidong y giai quyét thi cdng chic tu phap - ho tich ghi viéc két hon
vao S6 dang ky két hon, hudng dan hai bén nam, nit ky vao Gidy chiing nhan két hén,
cung hai bén nam, nit ky tén vao Sb, Chu tich UBND x& Tan Loitd chic trao Gidy
chtrng nhan két hén cho hai bén nam, nit.

* Luuy:

+ Truong hop nguoi yéu cau nop giay to 1a ban sao duoc cap tir s6 goc hodc ban
sao dugc chung thuc tir ban chinh thi nguoi tiép nhan ho so khong duoc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chyup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc da di chiéu noi dung gidy to do, khong dugc yéu cau ngudi di dang ky nop ban
sao ¢6 chiing thuc giay to do.

+ Tru’ong hop phap luét quy dinh Xuat trinh glay to khi dang ky hd tich, nguoi tlep
nhan co trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai théng tin trong To khai va
tra lai cho nguoi XUt trinh, khong dugc yéu cau ngudi dang ky ho tich nop thém ban
sao giay to do. Nguoi tiép nhan co thé chup 01 ban gidy to xuét trinh hodc ghi lai théng
tin caa gidy to xuat trinh dé luu hd so.
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+ Nguoi tiép nhan cd trach nhiém tiép nhan dung, du hd so dang ky ho tich theo
quy dinh cua phap luat hg tich, khong duoc yéu cau ngudi diang ky ho tich nop thém
gidy to ma phap luat ho tich khong quy dinh phai nop.

22.5. Cach thirc thuc hign: Nguoi cd yéu cau dang ky két hon truc tlep nop hd so
tai UBND xa Tan Lgico tham quyen (bén nam hoic bén nit c6 thé truc tiép nop hod so
ma khdng can c6 vin ban ay quyén caa bén con lai).

22.6. Thanh phan ho so:
* Gidy to phdi xudt trinh
- Ho chiéu hoic chitng minh nhan dan hoic thé can cude cdng dan hoic cac gidy to

khac c6 dén anh va thong tin ¢4 nhan do co quan c6 tham quyén cap, con gia tri st dung
dé chirng minh vé nhan than ctia nguoi co yéu cau dang ky ket hon.

- Glay to chimg minh noi cu tra dé xac dinh tham quyén (trong giai doan Co s¢ dir
liéu quéc gia vé dan cu va Co sé dir liéu ho tich dién tir toan quéc chua duoc xay dung
xong va thuc hién théng nhét trén toan quoc).

- Trich luc ghi cha ly hon ddi véi truong hop cong dan Viét Nam dang ky thuong
trd tai dia ban xa Tan Lqiﬁ lam th‘ﬁ tuc dang ky két hon, da dugc giai quyet viéc ly hon
trude do tai co quan cd tham quyén nudc ngoai.

* Gidy to' phdi ngp

- To khai ding ky két hon theo mau. Hai bén nam, nit ¢é thé khai chung vao mot
To khai dang ky két hon;

- Ban chinh Gidy xac nhan tinh trang hén nhan do UBND xa Tan Lgico tham
quyen cap trong truong hop ngudi yéu cau dang ky ket hon khong dang ky thuong tru
tai dia ban xa Tan Loi lam thu tuc déng ky két hon (trong giai doan Co s¢ dir liéu quéc
gia vé dan cu va Co s¢ dir liéu ho tich dién tir toan quéc chua duoc xay dung xong va
thuc hién thong nhat trén toan quéc).

- Truong hop ngudi yéu ciu dang ky két hon dang cong tac, hoc tap, lao dong co
thoi han & nude ngoai thi phai nop Giay xac nhan tinh trang hon nhan do Co quan dai
dién ngoai giao, Co quan dai dién lanh su cta Viét Nam ¢ nudc ngoai cap.

22.7. Tén miu don, mau to khai hanh chinh: T khai ding ky két hon

22.8. S6 bd ho so: 01 bo

22.9. Phi:

22.10. Lé phi:

22.11. Mic gia:

22.12. Thai han giai quyét: Ngay trong ngay tiép nhan ho so; tru:ong hop nhan ho
so sau 15 gio ma khong giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiép
theo. Truong hop can xac minh diéu kién két hon cua hai bén nam, nir thi thoi han giai
quyét khdng qué 05 ngay lam viéc

22.13. Péi twgng thuc hién thi tuc hanh chinh: Ca nhan
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22.14. Co quan thyc hién thi tuc hanh chinh: UBND xa Tan Loi

22.15. Co quan cé tham quyén quyét dinh: UBND x4 Tan Loi

22.16. Pia chi tiép nhan hd so: Bo phan Tiép nhan va tra két qua tai UBND x4

Tan Loi

22.17. Co quan phéi hop: Khong

22.18. Co quan dwoc Gy quyeén:

22.19. Két qua cua viéc thuc hién thi tuc hanh chinh: Gidy ching nhan két hon
22.20 Yéu cau, diéu kién thuc hién tha tuc hanh chinh:
- Nam tir ¢t 20 tudi tro 1én, nit tir dia 18 tudi tro 1én;

- Viéc két hdn do nam va nit tu nguyén quyét dinh:

- Céc bén khdng bi mat nang lwc hanh vi dan sy;

- Viéc két hon khdng thudc mot trong céc truong hop cam két hdn, gom:

+ Két héon gia tao;

+ Tao hon, cudng ép két hon, lra dbi két hon, can tro két hon;

+ Nguoi dang c6 vo, c6 chong ma két hon véi ngudi khac hodc chua co vo, chua
c6 chong ma két hon voi nguoi dang c6 chong, ¢o vo;

+ Két hon giita nhitng nguoi cing dong mau vé truc hé; gitra nhitng ngudi ¢6 ho
trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitta nguoi da ting la cha, me
nudi va&i con nudi, cha chong vai con dau, me vo voi con ré, cha duong véi con riéng
cua vo, me ké vai con riéng caa chong.

* Nha nudc khong thtra nhan hdn nhan gitra nhitng ngudi cung giai tinh.,
22.21. Can cw phap ly caa TTHC:

£y 1en LA Ngay ban Co quan ban
So ky hi¢u Trich yéu hanh hanh
52/2014/QH13 | DVAt 2 20T/QHIS Honmhan 149 46 5514 | Quéc Hoi
va gia dinh
60/2014/QH13 | Luat 60/2014/QH13-Hd tich 20-11-2014
Nghi dinh 123/2015/ND-CP -
123/2015/ND- | Quy dinh chi tiét mot s6 diéu 11
CP va bién phap thi hanh Luat Ho 15-11-2015
tich
0412020/TT- | 1 sno i 04/2020/TT-BTP | 28-05-2020

BTP
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S6 ky hiéu Trich yéu Nghag'nﬁa” Co Heun ban
Quy dinh t6 chirc thuc hién
muc thu, ché do thu, nop, quan
44/2016/Qb- 1y va str dung 1€ phi ho tich va 20-12-2016 UBND tinh Thai
UBND 1€ phi cap chirng minh nhan Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phac

TO KHAI PANG KY KET HON

@ (2
KINN QU @ttt

Théng tin Bén nir BON NAM

Ho, chir dém, tén

Ngay, thang, nam sinh

Dén toc

Quéc tich

Noi cu tra @

Giy to tuy than ©

Két hon 1an tha may

Chung t6i cam doan nhiing 101 khai trén day 1a diing su that, viéc két hon cua chiing t6i 1a ty nguyén,
khong vi pham quy dinh cta Luat hon nhan va gia dinh Viét Nam.

Chaing t6i chiu hoan toan trach nhiém trude phap luat vé ndi dung cam doan ctia minh.

Pé nghi Quy co quan dang ky.

, NQAY ... thang ... nam..........
Bén nir Bé&n nam
(Ky, ghi rd ho, chir dém, tén) (Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao®: Cé [, Khoéng []
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Chu thich:
Truong hop 1am thu tuc ding ky két hdn c6 yéu té nuée ngoai, thi phai dan anh cua
hai bén nam, ni.

®) Ghi 5 tén co quan dang ky két hon.

“Ghi theo noi dang ky thuong tr, néu khong c6 noi dang ky thudng trd thi ghi theo
noi dang ky tam tr(; treong hop khong co noi dang ky thuong tri va noi dang ky tam tra thi
ghi theo noi dang sinh séng.

®) Ghi thdng tin v& gidy to tiy than nhu: ho chiéu, chung minh nhan dan hoic gidy to
hop 1¢ thay thé (vi du: Ching minh nhan dan s6 001089123 do Céng an thanh phé Ha Nai cap
ngay 20/10/1982).

©Pé nghi d¢anh dau X vao 6 néu c6 yéu cau cap ban sao va ghi ré sb luong.
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23. Thi tuc dang ky nhan cha, me, con

23.1. Pon vi: UBND xa Tan Loi

- Ma thu tuc: 1.001022.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

23.2. Loai thii tuc: TTHC duoc luat giao quy dinh chi tiét
23.3. Linh vue: HO tich

23.4. Trinh ty thwc hién:

- Nguoi ¢6 yéu cau dang ky nhan cha, me, con nop ho so tai UBND xa Tan Loico
tham quyeén.

- Nguol tiép nhan co trach nhiém klem tra ngay toan bo ho so, xac dinh tinh hop 18
cua giay to trong hd so do ngudi yeu cau nop, xuat trinh; ddi chiéu théng tin trong To
khai véi gidy to trong hd so.

- Néu hd so day du, hop 1, ngudi tiép nhan hd so viét giay/phiéu tiép nhan, trong
d6 ghi 6 ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan nguoi
nop ho so bd sung, hoan thién theo quy dinh; truong hop khdng thé bo sung, hoan thién
ho so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd loai giay to, noi dung
can bo sung, hoan thién, ky, ghi rd ho, chir dém, tén caa nguoi tiép nhan.

- Néu ho so sau khi da duoc huéng din ma khong dugc bo sung day di, hoan thién
thi ngudi tiép nhan tir chdi tiép nhan ho so va 1ap van ban tir chdi tiép nhan hd so, trong
do6 ghi ro 1y do tur choi, Ky, ghi rd ho, chir dém, tén ctia nguoi tiep nhan,

- Trong thoi han 03 ngay, ké tir ngay nhan da ho so, néu thay viéc nhan cha, me,
con la ding va khong cé tranh chap, cong chic tu phap - ho tich b4o céo Chu tich
UBND x4 Tan Loi. Truong hop Chu tich UBND x4 Tan Loi dong y giai quyét thi cong
chtrc tu phap - ho tich ghi vao S6 ding ky nhan cha, me, con, cung cac bén ding ky
nhan cha, me, con ky vao S6. Chu tich Uy ban nhan dan x& Tan Loiky cip Trich luc
dang ky nhan cha, me, con cho nguoi yéu cau.

*Luuy:

+Ban sao duoc chung thuc tir ban chinh thi ngudi tiép nhan ho so khong duoc yéu
cau xuat trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban chinh
thi ngudi tiép nhan hd so kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chyp
x&c nhan vé viéc da ddi chiéu noi dung gidy to do, khong duoc yéu cau nguoi di ding
ky nop ban sao cé chiing thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vai thdng tin trong To khai va
tra lai cho nguoi xuat trinh, khong duoc yéu cau nguoi diang ky ho tich nop thém ban
sao gidy to d6. Ngudi tiép nhan c6 thé chup 01 ban gidy to xuét trinh hozc ghi lai thong
tin caa gidy to xuét trinh dé luu hd so.
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+ Nguoi tiép nhan cd trach nhiém tiép nhan dung, du hd so dang ky ho tich theo
quy dinh cua phap luat hg tich, khong duoc yéu cau ngudi diang ky ho tich nop thém
gidy to ma phap luat ho tich khong quy dinh phai nop.

23.5. Cach thuc thuc hién: Nguoi ¢ yéu cau dang ky nhan cha, me, con (Mot
hodc hai bén) nép ho so tryuc tiep tai Uy ban nhan dan xa Tan Lgicd tham quyeén.

23.6. Thanh phan hd so:
* Gidy to phdi xudt trinh
- Ho chiéu hoic chitng minh nhan dan hoic thé can cude cdng dan hoic cac gidy to

khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyén cap, con gia tri sir dung
dé chirng minh vé nhan than cia ngudi co yéu cau dang ky nhan cha, me, con.

- Giay to chimg minh noi cu tra dé xéac dinh tham quyén ding ky nhan cha, me,
con (trong giai doan Co s¢ dir liu qudc gia vé dan cu va Co so dir liéu ho tich dién tir
toan québc chua duoc xay dung xong va thuc hién théng nhat trén toan qubc).

* Gidy to phdi ngp
- To khai dang ky nhan cha, me, con theo mau.

- Giay to, d6 vat hoic chiing ctir khac ching minh quan hé cha, con hoac quan hé
me, con gom:

+ Vin ban cta co quan y té, co quan giam dinh hoic co quan khéac c6 tham quyén
xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi phai cé thu tir, phim anh, bang, dia,
dd dung, vat dung khéc chang minh mdi quan hé cha con, quan hé me con va van ban
cam doan ctia cha, me vé viéc tré em la con chung cua hai ngudi, ¢6 it nhat hai nguoi
than thich cua cha, me lam chung.

23.7. Tén miu don, miu to khai hanh chinh: To khai ding ky nhan cha, me,
con.

23.8. S0 b hd so: 01 bod
23.9. Phi:
23.10. L& phi: 15.000 d¢6ng/hd so

- Mién 1é phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thuoc ho
nghéo; nguoi khuyeét tat. (Theo quy dinh tai Quyét dinh so 44/2016/QD-UBND ngay
20/12/2016 cua UBND tinh Thai Nguyén)

23.11. Thoi han giai quyét: 03 ngay lam viéc, truong hop phai xac minh thi
khong qua 05 ngay lam viéc

23.12. Pé6i twong thuc hién tha tuc hanh chinh: Céng dan Viét Nam
23.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa
23.14. Co quan c¢é tham quyén quyét dinh: Uy ban nhan dan cap xa
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23.15. bia chi tiép nhan ho so: B phan Tiép nhan va tra két qua tai Uy ban nhan
dan cap xa.
23.16. Co quan phoi hop: Khong
23.17. Co quan dwoc Gy quyén:

23.18. K&ét qua caa viéc thuc hién thi tuc hanh chinh: Gidy khai sinh; trich luc
dang ky nhan cha, me, con.

23.19. Yéu cau, diéu kién thwc hién thi tuc hanh chinh:
- B&n nhan va bén duoc nhan 1a cha, me, con déu con sdng;
- Viéc nhan cha, me, con khdng c6 tranh chap.

- Truong hop nam, nir chung séng voi nhau nhu vo chong, khong dang ky két hon,
sinh con, ngudi con séng cing Véi ngudi cha, khi ngu’O’I cha lam thua tuc nhan con ma
khong lién hé duoc véi ngudi me thi khdng can cé y kién cia ngudi me trong To khai
dang ky nhan cha, me, con.

23.20. Can cw phap ly caa TTHC:

S C X Ngay ban Co quan ban
SO ky hi¢u Trich yéu hanh hanh
60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Quéc Hoi
52/2014/QH13 | Luat 52/2014/QH]13 19-06-2014 Quéc Hoi

Nghi dinh 123/2015/NDb-CP -

123/2015/ND- | Quy dinh chi ti€t mot s6 diéu 15-11-2015 Chinh phi

CP va bién phap thi hanh Luat Ho
tich
gle/ﬁozo/ - Thong tu 04/2020/TT-BTP 28-05-2020

Quy dinh t6 chirc thuc hién
muc thu, ché do thu, ndp, quan
44/2016/Qb- | Iy va st dung 1€ phi ho tich va 90-12-2016 UBND tinh Thai
UBND 1€ phi cap chung minh nhan Nguyén
dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

IR QU ®.eeeee ettt eeesesesssesessesesnnes sersenene

Ho, Chit dém, t&1N NGUGT YEU CAUS ..........oooveeeceeeeeeeeeeeeee oo esseee e esssee e

Quan hé v6i ngudi NhAN Cha/MEICON: @i
Peé nghico quan cong nhan ngwoi co6 tén dwdi day:
[ (o T oA a1 6 111 0 TR (= RS TTT

LA, cua ngudi cé tén dudi diy:
HO, CNTE ARIM, TBN ettt ettt ettt et et et et e et et et et e s et e et et et s s s eeeeeas

Toi cam doan viéc nhan...........cccocoeveeevevecnnne. noi trén la dang su that, tu nguyén, khong cé tranh
chap va chiu trach nhiém trudc phap luat vé cam doan ciia minh.
Lam t@i.oooveiceeeees ngay ... thang............ nam............
Ngudi yu cau
(Ky, ghi 16 ho, chir dém, tén)

Y kién ciia nguwoi hién dang 1a me hozic cha®

Dé nghi cép ban sao ®: C6 D Khong |:|
SO luong:.......... ban
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Chd thich:
Ghi 10 tén co quan dang ky nhén cha, me, con;

@ Ghi theo noi dang ky thuong tra; néu khong c6 noi diang ky thuong tré thi ghi theo noi dang ky
tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh
song.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 1€
thay thé (vi du: Chimg minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cdp ngay
20/10/2004).

“) Chi khai trong trudng hop ngudi khai khong ddng thoi 1a ngudi nhan cha/me/con.

® Chi khai trong trrong hop cha hoac me nhan con chua thanh nién hoac nguoi da thanh nién
nhung mat ning luc hanh vi dan sy, ghi ¥ kién cua nguoi cha néu me 1a ngudi yéu cau, y kién nguoi
me néu cha 14 ngudi Yéu cau (trir truong hop nguoi do da chét, mat tich, mat nang luc hanh vi dan su
hodc han ché nang lyc hanh vi dan su).

©) P& nghi danh dau X vao 6 néu cé yéu cu cip ban sao va ghi rd sb luong.
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24. Thi tuc diing ky khai sinh két hep nhan cha, me, con

24.1. Pon vi: UBND xa Tan Loi

- Ma tha tuc: 1.000689.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

24.2.Loai thii tuc: TTHC duoc luat giao quy dinh chi tiét

24.3. Linh vue: HO tich

24.4. Trinh tw thwc hién:

Nguoi ¢6 yéu cau ding ky khai sinh va nhan cha, me, con nop ho so tai Uy ban
nhan dan cip xa c6 tham quyén.

Nguoi tiép nhan cé trach nhiém kiém tra ngay toan bo hd so, doi chiéu théng tin
trong To khai va tinh hop 1é caa gidy to trong ho so do ngudi yéu cau nop, xuat trinh,
Néu ho so day du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi 1d
ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan nguoi nop ho so
bo sung, hoan thién theo quy dinh; truong hop khdng thé bé sung, hoan thién hd so
ngay thi phai lap thanh vin ban huéng dan, trong d6 néu 13 loai gidy to, noi dung can bd
sung, hoan thién, ky, ghi rd ho, chir dém, tén cta ngudi tiép nhan.

Ho so dang ky khai sinh va nhan cha, me, con sau khi dd duoc huéng dan theo quy
dinh ma khéng dugc bo sung, hoan thién thi nguoi tiép nhan tir chdi tiép nhan hé so.
Viéc tir chdi tiép nhan hd so phai dugc thé hién bing vin ban, trong d6 ghi 18 1y do tir
chéi, nguoi tiép nhan ky, ghi rd ho, chir dém, tén.

Trong thai han 03 ngay, ké tir ngay nhan da hd so, néu thay viéc nhan cha, me, con
1a dung va khdng c6 tranh chip; thong tin khai sinh day du va phu hop, cong chirc tu
phap - ho tich b4o céo Chu tich Uy ban nhan dan cp xi. Truong hop Chu tich Uy ban
nhan dan cap xa dong y giai quyét thi céng chuc tu phap - ho tich ghi noi dung nhan
cha, me, con vao So6 dang ky nhan cha, me, con; ghi noi dung khai sinh vao So6 dang ky
khai sinh, cap nhat thong tin khai sinh theo hudng dan dé Iy S6 dinh danh ca nhan (dbi
Vi cac dia phuong d trién khai cap S6 dinh danh ca nhan khi dang ky khai sinh), cting
ngudi di dang ky khai sinh va nhan cha, me, con ky tén vao S6. Chu tich Uy ban nhan
dan cap xa cap Gidy khai sinh va Trich luc nhan cha, me, con cho nguoi yéu cau.

* Lwu y:

Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s6 gbc hodc ban sao
duoc ching thuc tir ban chinh thi nguoi tiép nhan hé so khong dwoc yéu cau xuat trinh
ban chinh; néu ngudi yéu cau chi nop ban chup va xuét trinh ban chinh thi nguoi tiép
nhan ho so kiém tra, dbi chiéu ban chup vai ban chinh va ky vao ban chup xéac nhan vé
viéc dd doi chiéu noi dung gidy to d6, khong duoc yéu cau nguoi di dang ky nop ban
sao ¢ chang thuc gidy to do.

Truong hop phap luat quy dinh xuét trinh gidy to khi diang ky ho tich, nguoi tiép
nhan cd trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vai théng tin trong To khai va
tra lai cho nguoi xuat trinh, khong duoc yéu cau nguoi dang ky ho tich nop thém ban
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sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuét trinh hozc ghi lai thong
tin caa gidy to xuét trinh dé luu hd so.

Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky ho tich theo quy
dinh cua phap luat ho tich, khong duoc yéu cau nguoi dang ky ho tich nop thém gidy to
ma phéap luat ho tich khong quy dinh phai nop.

24.5. Céch thirc thuc hién: Nguoi yéu ciu ding ky khai sinh, nhan cha, me, con
(Mot hodc hai bén) ndp hd so truc tiép tai Uy ban nhan dan cap xa

24.6. Thanh phan h so:

* Gidy tor phdi xudt trinh:

- Ho chiéu hoac chitng minh nhan dan hoic thé can cudc cong dan hoic cac giay to
khac c6 dan anh va thong tin ca nhan do co quan ¢ tham quyeén cap, con gia tri sir dung
dé chung minh vé nhan than cia ngudi ¢d yéu cau diang ky khai sinh, nhan cha, me,
con.

- Gidy to chting minh noi cu tri dé ching minh thim quyén dang ky khai sinh,
nhan cha, me, con (trong giai doan Co s& dit liéu quéc gia vé dan cu va Co s dit liéu ho
tich dién tir todn quéc chua duoc xay dung xong va thuc hién théng nhat trén toan
qudc).

* Gidy to phdi ngp:

- T khai ding ky khai sinh, To khai ding ky nhan cha, me, con theo mau.

- Ban chinh Gidy ching sinh; truong hop khéng c¢d Gidy chiing sinh thi nop van
ban ctia ngudi 1am chang xéac nhan vé viéc sinh; néu khéng c6 nguoi 1am ching thi phai
c6 giay cam doan vé viéc sinh;

- Giay to, d6 vat hoic chiing ctir khac chiing minh quan hé cha, con hoac quan hé
me, con gom:

+ Vin ban cta co quan Y té, co quan giam dinh hoic co quan khac co tham quyén
xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong ¢ van ban néu trén thi phai c¢6 thu tir, phim anh, bang, dia,
dd dung, vat dung khac chitng minh méi quan hé cha con, quan hé me con va vin ban
cam doan ctia cha, me vé viéc tré em la con chung cua hai ngudi, ¢6 it nhat hai nguoi
than thich cua cha, me lam chung.

24.7. Tén miu don, mau to khai hanh chinh:

- To khai dang ky khai sinh

- To khai dang ky nhan cha me con.

24.8. S6 b hd so: 01 b

24.9. Phi:

24.10. Lé phi:

+ Trudng hop ding ky khai sinh khong ding han 1a : 7.000 dong/hd so

+ Trudng hop ding ky nhan cha, me con: 15.000 dong/hé so
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- Mién 1& phi d6i vé6i trudng hop khai sinh dang han, cho ngudi thudc gia dinh c6
cong véi cach mang; nguoi thude hd nghéo; ngudi khuyét tat. (Theo quy dinh tai Quyét
dinh s6 44/2016/QD-UBND ngay 20/12/2016 cia UBND tinh Thai Nguyén))

24.11. Thoi han giai quyét: 03 ngay 1am viéc, truong hop phai xac minh thi
khong qua 05 ngay lam viéc.

24.12. Poi twong thwc hién thi tuc hanh chinh: Cong dan Viét Nam

24.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cap xa

24.14. Co quan ¢6 tham quyén quyét dinh: Uy ban nhan dan cap x&

24.15. Pja chi tiép nhan hd so: Bo phan tiép nhan va tra két qua UBND x4

24.16. Co quan phoi hop: Khong

24.17. Co quan dwoc ity quyeén:

24.18. Két qua cia viéc thuc hién thi tuc hanh chinh: Giay khai sinh, Trich luc
nhan cha, me, con.

24.19. Yéu cau, diéu kién thwc hién thia tuc hanh chinh:

- B&n nhan va bén duoc nhan 1a cha, me, con déu con song;

- Viéc nhan cha, me, con khéng cé tranh chép.

- Trudng hop nam, nit chung séng vai nhau nhu vo chong, khong dang ky két hon,
sinh con, nguoi con séng clng v4i ngudi cha, khi nguoi cha lam tha tuc nhan con ma
khong lién hé duoc véi ngudi me thi khdng can cé y kién cta ngudi me trong To khai
dang ky nhan cha, me, con.

24.20. Can cw caa phap ly TTHC

Sé ky higu Trich yéu Nghagnza” Co ‘;]‘;?]‘;] ban
60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 | Quéc Hoi
oV 2O1SND" | Nghi dinh 123/2015/ND-CP | 15-11-2015 | Chinh pha
52/2014/QH13 | Luat 52/2014/QH13 19-06-2014 | Quéc Hoi
gth/ﬁozo/ T | Thong tw 04/2020/TT-BTP | 28-05-2020

Quy dinh t6 chire thuc hién
muc thu, ché do thu, ndp, quan
44/2016/Qb- ly va s dung 1€ phi ho tich va 90-12-2016 UBND tinh Thai
UBND 1€ phi cap chirng minh nhan Nguyén
dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH

Quan hé vai nguoi GuoC KNai SINN .o
Pé nghico quan d:ing ky khai sinh cho nguoi dudi day:

HOQ, CNTE @M, T8N .ottt b et sb e ne e
Ngay, thang, nam sinh: ............ccccoeeviieiieeiieeieee. ghi DANG ChIT: .o

(@ U= o[- TSSOSO
Ho, Chilt d@€my, t8N MO MIE ...t
NAM ST ® s DAN tOC: .. QUAC tCh: oo
NG CU T @ ettt ettt et et ettt e et et et et et et e e et et et et et et et e e e e et et et eaeeeee e et eeeeeens
Ho, Chit dém, t€n MEUWOT CHAI ...
NAm Sinh: @ e, LTI o QUAC tCh: e,
NG CU T @ ettt ettt et et et ettt et et et eeeee e e e et et et et et ete s et et et et eeeenee e et eeeeeens
T6i cam doan ndi dung dé nghi ding ky khai sinh trén day la dung su that, duoc su thoa thuan
nhat tri cia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.

Lamtai: ........................ , NQAY ........... thang ......... nam ..............

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Deé nghi cip ban sao®: Cé D, Khéng D
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Chu thich:

YGhi 15 tén co quan ding ky khai sinh.

@ Ghi theo noi dang ky thuong tra; néu khong c6 noi dang ky thuong trd thi ghi theo noi
dang ky tam trt; truong hop khong cé noi dang ky thuong tra va noi dang ky tam trd thi ghi
theo noi dang sinh sbng.

®) Ghi thong tin v& gidy t& tly than cua ngudi di dang ky, ghi 6 s6, co quan cp, ngay
cap ho chiéu, chimg minh nhan dan hodc gidy to hop I¢ thay thé (Vi du: Ching minh nhan déan
s6 001089123 do Cong an thanh phd Ha Nai cip ngay 20/10/2014).
® Trwong hop sinh tai co so Y té thi ghi rd tén co s¢' Y té va va dia chi tru s¢ co so y té do.

Vi du:- Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khéanh, quan Ba
Pinh, Ha Noi

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co sd Y té thi ghi dia danh cua 03 cap hanh chinh (x&, huyén,
tinh), noi sinh ra.

Vi dy: x3 Binh Bang, huyén Tir Son, tinh Bac Ninh.

®) Ghi day du ngay, thang sinh cua cha, me (néu co).

© P& nghi danh dau X vao 8 néu cé yéu cau cap ban sao va ghi rd sé lugng..
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

IR QT @)oo e

Ho, Chit d8m, t&N NEUWOT YBU CAUS ..........o.ooieeeee oo essssseeee e

Quan hé v&i ngudi NhAN Cha/ME/CON: @) ...
Pé nghico quan cong nhan ngudi c6 tén dwéi day:
HO, CNTE ARIM, TN ..ttt ettt ettt ettt et et et et et et e e e et e et et et s e s s eeeeeas

LA cua nguoi co tén duwdi diy:
HO, CNTE ARIM, TN ettt ettt et et e ettt ee e sttt en e e e

, Toi cam doan viéc nhén................... T noi trén la dang su that, tu nguyén, khong c6 tranh
chap va chiu trach nhiém trude phap luat vé cam doan cua minh.
Lam @i, ngay ......... thang........... nam...........
Ngudi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Y kién ciia nguwoi hién dang 1a me hozic cha®

Dé nghi cép ban sao ®: C6 D Khong |:|
SO luong:.......... ban
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Chu thich:
Ghi 10 tén co quan dang ky nhén cha, me, con;

@ Ghi theo noi dang ky thuong tra; néu khong c6 noi diang ky thuong trd thi ghi theo noi dang ky
tam trd; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh
song.

®) Ghi thong tin vé& gidy to tiiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 16
thay thé (vi du: Chimg minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cdp ngay
20/10/2004).

“) Chi khai trong trudng hop ngudi khai khong ddng thoi 1a ngudi nhan cha/me/con.

®) Chi khai trong trudng hop cha hodc me nhén con chua thanh nién hodc ngudi da thanh nién
nhung mat ning luc hanh vi dan sy, ghi 'y kién cua ngudi cha néu me 1a ngudi yéu cau, y kién nguoi
me néu cha 13 ngudi yéu cau (trir trudng hop ngudi d6 da chét, mat tich, mat nang luc hanh vi dan su
hoic han ché niang lyc hanh vi dan su).

©) P& nghi danh dau X vao 6 néu cé yéu cau cip ban sao va ghi rd sb luong.
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25. Thi tuc diang ky khai tir

25.1. Pon vi: UBND x& Tan Loi

- Ma thu tuc: 1.000656.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

25.2. Loai thii tuc: TTHC duoc luat giao quy dinh chi tiét
25.3. Linh vue: HO tich

25.4. Trinh ty thwc hién:

- Ngudi ¢6 yéu cau dang ky khai tir nop ho so tai Uy ban nhan dan xa Tan Loi co
tham quyén.

- Nguoi tiép nhan cé trach nhiém kiém tra ngay toan bo ho so, d6i chiéu thong tin
trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi Yéu cau nop, xuat trinh.

- Néu hd so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi
rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng din ngudi nop hd
so bo sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan thién ho so
ngay thi phai lap thanh vian ban huéng dan, trong d6 néu 13 loai giay to, noi dung can bo
sung, hoan thién, ky, ghi ré ho, chir dém, tén caa nguoi tiép nhan.

- Néu hd so sau khi dd duoc hudng dan theo quy dinh ma khong duoc bo sung day
dd, hoan thién thi ngudi tiep nhan tir choi tiép nhan ho so va 1ap van ban tur choi tiep
nhan ho so, trong do ghi rd 1y do tir choi, ky, ghi rd ho, chir dém, tén cta ngudai tiep
nhan.

- Ngay sau khi nhan da ho so theo quy dinh, néu thay thdng tin khai tir day da va
phl hop, cdng chuc tu phap - ho tich bdo cao Chu tich Uy ban nhan dan xa Tan Loi.
Truong hop Chu tich Uy ban nhan dan x& Tan Loi ddng y giai quyét thi ky Trich luc
khai tir cap cho ngudi €6 yéu cau; cdng chirc tu phap - ho tich ghi vao S6 ding ky khai
tir, cung nguoi di diang ky khai tir Ky tén vao So.

*Luuy:

+ Truong hop nguoi yéu cau nop giay to 1a ban sao duoc cap tir s6 goc hoic ban
sao dugc chiing thuc tir ban chinh thi nguoi tiép nhan hd so khong duoc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc da d6i chiéu noi dung gidy to d6, khong dugc yéu cau ngudi di dang ky nop ban
sao ¢6 chiing thuc giay to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vai thdng tin trong To khai va
tra lai cho nguoi xuat trinh, khong duoc yéu cau nguoi diang ky ho tich nop thém ban
sao gidy to d6. Ngudi tiép nhan c6 thé chup 01 ban gidy to xuét trinh hozc ghi lai thong
tin caa gidy to xuét trinh dé luu hd so.



87

+ Nguoi tiép nhan cd trach nhiém tiép nhan dung, du hd so dang ky ho tich theo
quy dinh cua phap luat hg tich, khong duoc yéu cau ngudi diang ky ho tich nop thém
gidy to ma phap luat ho tich khong quy dinh phai nop.

25.4. Cach thic thuc hién:

- Ngudi ¢ yéu cau ding ky khai tir truc tiép thuc hién hoic ty quyén cho ngudi
khac thuc hién viéc dang ky khai tir;

- Nguoi thyc hién viée ding ky khai tir ¢6 the truc tiép nop ho so tai Uy ban nhéan
dan x& Tan Loicd tham quyéen hoac guri ho so qua hé thong buu chinh.

25.5. Thanh phan h so:
* Gidy tor phdi xudt trinh
- Ho chiéu hoic chitng minh nhan dan hoic thé can cude cdng dan hoic cac gidy to

khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyén cap, con gia tri sir dung
dé ching minh vé nhan than cta nguoi c0 yéu cau dang ky khai tir;

- Gi4y to ching minh noi cu trii cudi cling cua nguoi chét dé xac dinh tham quyén
(trong giai doan Co so dit liéu quoc gia vé dan cu va Co so dir liéu ho tich dién ti toan
quoc chua dugc xay dung xong va thyc hién thong nhat trén toan quoc).

- Truong hop khong xac dinh dugc noi cu tra cudi clng caa ngudi chét thi xuat
trinh giay to chirng minh noi nguoi dé chét hoac noi phat hién thi thé ctia nguoi chét.

Truong hop gui ho so qua h¢ théng buu chinh thi phai gai kém theo ban sao c6
chting thuc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp
- To khai dang ky khai ttr theo mau;
- Giay béo tir hoic giay to thay thé Gidy bao tir do co quan c6 tham  quyén cap.

- Vin ban uy quyén theo quy dinh cua phap luat trong truong hop uy quyén thuc
hién viéc dang ky khai tir. Truong hop ngudi dugc uy quyén 13 ong, ba, cha, me, con,
v, chdng, anh, chi, em rudt cua ngudi uy quyén thi vin ban uy quyén khong phai cong
chtng, ching thyce, nhung phai ¢ gidy to ching minh mdi quan hé véi ngudi ty quyeén.

25.6. Tén mau don, miu t& khai hanh chinh: T khai ding ky khai tir
25.7. S6 bd ho so: 01 bo

25.8. Phi:

25.9. Lé phi: Pang ky khai tir khong dung han: 7.000 dong/ho so

- Mién I¢ phi d6i véi truong hop dang ky khai tir dung han, ngudi thude gia dinh
o cdng véi cach mang; nguoi thuc hd ngheo; nguoi khuyet tat. (Theo quy dinh tai
Quyet dinh so 44/2016/QDb-UBND ngay 20/12/2016 cia UBND tinh Thai Nguyén)

25.10. Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop nhén

hd so sau 15 gio ma khdng giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép
theo.
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25.11. P6i twong thuc hién tha tuc hanh chinh: Céng dan Viét Nam
25.12. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan xa
25.13. Co quan c¢6 tham quyén quyét dinh: Uy ban nhan dan cap x&

25.14. bia chi tiép nhan ho so: B phan Tiép nhan va tra két qua tai Uy ban nhan
dan cap xa

25.15. Co' quan phoi hop: Khong

25.16. Co quan dwoc iy quyén:

25.17. Két qua ciia viéc thuc hién thii tuc hanh chinh: Trich lyc khai tir
25.18. Y&u cau, diéu kién thi tuc hanh chinh: Khong

25.19.Can cw phap ly caa TTHC:

Ngay ban Co quan ban

SO ky hi¢u Trich yéu hanh hanh
60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Quéc Hoi
1c2P3/ 2015/ND- | \1ohi dinh 123/2015/ND-CP | 15-11-2015 | Chinh phu
52/2014/QH13 | Luat 52/2014/QH13 19-06-2014 Quéc Hoi
%4T/§020/ TT- Thong tu 04/2020/TT-BTP 28-05-2020

Quy dinh to ’Chl'IC thuc hién

muc thu, ché do thu, ndp, quan
44/2016/Qb- ly va sir, dung 1€ phi ho tich va 20-12-2016 UBND tinh
UBND 1€ phi cap chirng minh nhan Théai Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phdc

TO KHAI DPANG KY KHAI TU

KINN QU @ ettt
Ho, Chit dém, t1 MEUOT YBU CAU: .....ooooocoeeseeeeeeeeeesseees e seeees e oo
Noi cu tri: @

QUAN NE VOT NGUTT A8 CHEEL ..ooooooeeeeee et
Pé nghi co quanding Ky khai tir cho nguoi c6 tén dwéi day:

Ho, Chit @M, TEN: .ttt e e e ee s eeanee s
Ngay, thang, na3m SINN: ...
GiGi tinh: e, DAN tOC vveveveeeeeeeeeeeeeeeeeenn, QUABC ICh: wvvveeeeeeeeeeeen,

Pa chét vao 14C: ..o S[[ R— phit, Ngay ... thang ... NAM ..o
INOT CRELL e

NGUYBN NNAN CREL: ..ot
Sb Gidy bao tu/ Gidy to thay thé Gidy bdo tir: @ ..o A0
......................................................................................................... CAp NQAY ......thang ...... nam ...........

T6i cam doan nhirng ndi dung khai trén day la dtng su that va chiu trdch nhiém trudc phép
luat vé cam doan cua minh.

Lam tai: .o ngay ... thang ......... nam ...

Ngudi yéu cau
(Ky, ghi rd ho, chir @ém, tén)

Deé nghi c4p ban sao®: Cé D, Khéng D
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Chu thich:
Ghi 10 tén co quan dang ky khai tir.

@ Ghi theo noi dang ky thuong tri; néu khong c6 noi dang ky thuong tr thi ghi theo
noi dang ky tam tru; truong hgp khong co noi dang ky thuong tra va noi dang ky tam tra thi
ghi theo noi dang sinh song.

®) Ghi thdng tin vé gidy to tay than nhu: ho chiéu, chitng minh nhan dan hoic gidy to
hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cap
ngay 20/10/2004).

@ Néu ghi theo Gidy bao tu, thi gach cum tir “Gidy to thay thé Gidy béo ti”; néu ghi
theo s6 Gidy to thay thé Gidy bao tir thi ghi rd tén, s6 gidy to va gach cum tir “Gidy bao tu”;
truong hop khong c6 thi muc nay dé tréng

®) P& nghj danh ddu X vao 6 néu cé yéu cu cp ban sao va ghi rd sé luong.
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26. Thi tuc dang ky khai sinh luu dong

26.1. Pon vi: UBND x& Téan Loi

- Ma tha tuc: 1.003583.000.00.00.H55

- S6 quyét dinh:3129/QP-UBND.

26.2. Loai thii tuc: TTHC duoc luat giao quy dinh chi tiét

26.3 Linh vuwe:Ho tich

26.4. Trinh tw thwc hién:

- Cong chirc tu phap - ho tich cap x& duoc giao nhiém vu dang ky khai sinh luu
dong c trach nhiém chuan bi day du mau To khai déng ky khai sinh, giay to ho tich va
dieu kién can thict dé thuc hién dang ky luu dong tai nha riéng hoac tai dia diém t6 chic
dang ky Iuu dong, bao dam thuan lgi cho nguoi dan.

Tai dia diém dang ky ho tich luu dong, cong chuc tu phap - ho tich hudng d?}n
nguoi Yéu cau dién day du thong tin trong To khai dang ky khai sinh; kiém tra cac giay
to lam co sé cho viéc dang ky khai sinh.

- Trong thoi han 02 ngay lam viéc, ké tr ngay tiép nhan di ho so, cong chirc tu

phap - ho tich bao céo Chu tich Uy ban nhan dan Cap Xa. Truong hop Chu tich Uy ban
nhan dan dong y giai quyét thi ky Giy khai sinh cap cho nguoi c6 yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan da ho so, cong chirc tu phap - hd
tich dem theo Gidy khai sinh va So6 dang ky khai sinh dé tra két qua cho nguoi ¢ yéu
cau tai dia diém dang ky luu dong; cong chirc tu phap - ho tich ghi noi dung dang ky
vao Sb dang ky khai sinh, ciing nguoi yéu cau ky Sé theo quy dinh. Tai muc “Ghi cha”
trong S6 dang ky khai sinh ghi rd “Pang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chir thi cong chirc tu phap - ho tich tryc
tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai noi dung va huéng dan nguoi
do diém chi vao To khai. Khi tra két qua dang ky ho tich, cong chtrc tu phap - h¢ tich
phai doc lai n6i dung gidy to ho tich cho nguoi yéu cau nghe va huéng dan ngudi do
diém chi vao Sb ho tich.

26.5. Cach thurc thuc hién:
* Gidy to phdi xudt trinh
- Ho chiéu hoac chitng minh nhan dan hoic thé cin cudc cong dan hoic cac giay to

khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyén cap, con gia tri sir dung
de chirng minh vé nhan than cia ngudi yéu cau dang ky khai sinh.

- Giay to chiing minh noi cu tr d&é chiing minh thém quyén dang ky khai sinh;
truong hop cha, me cua tré da dang ky két hon thi phai Xuat trinh Giay chung nhan két
hon (trong giai doan Co s¢ dir liéu qUOC gia vé dan cu va Co so dit liéu ho tich dién to
toan quéc chua dugc xay dung xong va thuc hién théng nhét trén toan qudc).

* Gidy to phdi ngp:

- To khai dang ky khai sinh theo mau.
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- Ban chinh Giay Chu’ng sinh; truong hop khong cé Gidy chang sinh thi ndp van
ban cua nguoi lam chiing xac nhan ve viéc sinh; néu khong c6 ngudi 1am chang thi phai
c6 giay cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xac
nhan cua co so'y té da thuc hién ki thuat ho trg sinh san cho viéc mang thai ho.

26.6. Thanh phan hd so:
* Gidy to phdi xudt trinh
- Ho chiéu hoic chitng minh nhan dan hoic thé can cude cdng dan hoic cac gidy to

khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyén cap, con gia tri sir dung
de chung minh ve nhan than cia nguoi yéu cau dang ky khai sinh.

- Gidy to ching minh noi cu tri dé chiing minh tham quyén ding ky khai sinh;
truong hop cha, me cua tré da ding ky két hon thi phai xuat trinh Gidy chiing nhan két
hén (trong giai doan Co s dir liéu quéc gia vé dan cu va Co sé dir liéu ho tich dién tor
toan quéc chua dugc xay dung xong va thuc hién théng nhat trén toan quoc).

* Gidy to phdi ngp:
- To khai dang ky khai sinh theo mau.

- Ban chinh Gidy ching sinh; truong hop khong co Gidy chuang sinh thi ndp van
ban cua nguoi lam chiing xac nhan vé viéc sinh; néu khong c6 ngudi 1am chang thi phai
c6 giay cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 véan ban Xac
nhan cua co so' y té da thuc hién ki thuat ho trg sinh san cho viéc mang thai ho.

26.7.Tén miu don, miu té khai hanh chinh: To khai dang ky khai sinh
26.8. S6 b hd so: 01 b
26.9. Phi:

26.10. Lé phi: Truong hop dang ky khai sinh khong dung han 1a : 7.000 dong/hd
SO.

- Mién 1¢ phi d6i v6i truong hop dang ky khai sinh diing han, nguoi thuge gia dinh
¢ cong voi cach mang; nguoi thudc hd ngheo; nguoi khuyet tat. (Theo quy dinh tai
Quyeét dinh s6 44/2016/QD-UBND ngay 20/12/2016 cua UBND tinh Théai Nguyén)

26.11. Thoi han giai quyét: 05 ngay lam viéc.

26.12. Poi twong thuc hién tha tuc hanh chinh: Céng dan Viét Nam

26.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa
26.14. Co quan c¢6 tham quyén quyét dinh: Uy ban nhan dan cap xa Tan Loi
26.15. Pja chi tiép nhan hd so: Tai dia diém dang ky ho tich luu dong.

26.16. Co quan phdi hop: Khong

26.17. Co quan dwoc @y quyén:
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26.18. Két qua caa viéc thuc hién thi tuc hanh chinh: Gidy khai sinh

26.19. Yéu céu, diéu kign thuc hign thii tuc hanh chinh: Tré em sinh ra ma cha
me bi khuyét tat, om bénh khong thé di dang ky khai sinh cho con; cha me bi bat, tam
giam hoac dang thi hanh an phat tu ma khéng con 6ng ba néi, ngoai va nguai than thich

khac hoic nhitng nguoi nay khong c6 diéu kién di dang ky khai sinh cho tré.
26.20. Can cw phap ly cia TTHC:

A en L% Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh
Nghi dinh 123/2015/ND-CP -
123/2015/ND- | Quy dinh chi tiet mot s6 dicu 11 o
CP va bién phap thi hanh Luat He | -0 1172015 | Chinh phu
tich
60/2014/QH13 | Luat 60/2014/QH13-Ho tich 20-11-2014
%“TIE,OZO/ T | Thong tu 04/2020/TT-BTP 28-05-2020
Quy dinh to ’Chl:I'C thuc hién
muc thu, ché do thu, ndp, quan
44/2016/Qb- | 1y va str dung 1€ phi ho tich va 90-12-2016 UBND tinh Thai
UBND 1€ phi cap chung minh nhan Nguyén
dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HQOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
I QU Y e

Ho, Chit dém, t8N NEUOT YEU CAU .........ovveeeeeeeeeeeeeeeeee et

Quan hé vai nguoi GuoC KNai SINN .o
Pé nghico quan ding ky khai sinh cho ngudi dwéi diy:

HO, Chilt @@, TEN: ..o e et e et et e e e e teeeeenneanee e
Ngay, thang, nam sinh: ...........cccceeviiiiiiieiiieee e, ghi bANG ChT: v

QUE QUAN: .ttt ettt ekt b s b et e b e e st e Rt e b e e b e be e Re e be et e e e e e Rt e Rt e R e e b e re b e
Ho, Chit d€m, teNn NEWOT ME: ...
NAM ST ® s DETIRC eI QUAC tCh: oo
INOT CU T @) oottt et et et et et et et et ettt ettt e e e e e e e e et esesesesereresesererereeens
Ho, Chit dém, t&n MEUWOT CHAI ...
NAM SINh: @ DTN R I QUAC tiCh: e,
INOT CU T @ ettt ettt et ettt et ee et et et ee e e et ee e et e et et en s e e esen e e eeeens
T6i cam doan ndi dung dé nghi ding ky khai sinh trén day la dung su that, duoc su thoa thuan
nhat tri cia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.

Lamtai: ........................ , NQAY ........... thang ......... nam ..............

Ngudi yéu cau
(KY, ghi r8 ho, chir dém, tén)

D& nghi cap ban sao'®: o D, Khong |:|
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Chu thich:

YGhi 15 tén co quan ding ky khai sinh.

@) Ghi theo noi dang ky thuong tra; néu khong c6 noi dang ky thuong trd thi ghi theo noi
dang ky tam tra; treong hop khoéng co noi dang ky thuong tra va noi dang ky tam tra thi ghi
theo noi dang sinh sbng.

®) Ghi thong tin v& giy to tily than cua nguoi di dang ky, ghi 16 s8, co quan cap, ngay
cap ho chiéu, chizng minh nhan dan hoic giy to hop 1é thay thé (Vi du: Chitng minh nhan dan
s6 001089123 do CAng an thanh ph Ha Noi cap ngay 20/10/2014).
® Trudng hop sinh tai co so'y té thi ghi rd tén co s¢' y té va va dia chi tru s¢ co so'y té do.

Vi du:- Bénh vién Phu san Ha No6i, duwong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha Noi

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s& Y té thi ghi dia danh cua 03 cap hanh chinh (xa, huyén,
tinh), noi sinh ra.

Vi dy: x3 Binh Bang, huyén Tir Son, tinh Bac Ninh.

®) Ghi day du ngay, thang sinh cua cha, me (néu co).

© P& nghi danh dau X vao 8 néu cé yéu cau cap ban sao va ghi rd sé luong..
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27. Thii tuc diing ky két hon lwu dong

27.1. Pon vi: UBND xa Tan Loi

- Ma thi tuc:1.000593.000.00.00.H55

- S6 quyét dinh:3129/QP-UBND.

27.2. Loai thii tuc: TTHC duoc luat giao quy dinh chi tiét

27.3. Linh vuc:HJ tich

27.4. Trinh tw thwc hién:

- Cong chire tu phap - ho tich cap xa duoc giao nhiém vu dang ky két hon luu dong
c6 trach nhiém chuan bi day du cac loai mau To khai, gidy to ho tich va diéu kién can
thiét dé thuc hién dang ky luu dong.

- Tai dia diém ding ky két hon luu dong, cong chirc tu phap - ho tich co trach
nhiém kiém tra, x4c minh vé diéu kién két hon cua cac bén; hudng dan ngudi dan dién
day du thong tin trong To khai dang ky két hdn. Néu ho so day du, hop 1€, cong chirc tu
phap - ho tich tiép nhan ho so viét Phiéu tiép nhan.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chire tu phap -
ho tich bao cdo Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan
dan dong y giai quyét thi ky cap 02 Gidy chang nhan két hon cho ngudi c6 yéu cau.

Cong chuc tu phap - ho tich ghi noi dung diang ky vao So dang ky két hon; trao
Gidy chiing nhan két hén cho cac bén tai dia diém diang ky luu dong; cling cac bén két
hon ky vao So6 theo quy dinh. Tai muc “Ghi chu” trong S6 ding ky két hon ghi rd
“Pang ky luu dong”.

- Trudng hop nguoi yéu cau khdng biét chir thi céng chire tu phap - ho tich truc
tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai ni dung va hudéng dan nguoi
d6 diém chi vao To khai. Khi trao Gidy ching nhan két hon, cong chire tu phap - ho tich
phai doc lai ndi dung Glay chting nhan két hén cho nguoi yéu cau nghe va huéng dan
ngudi d6 diém chi vao S6 dang ky két hon.

27.5. Cach thic thuc hién: Tryc tiép tai dia diém ding ky két hon luu dong

27.6. Thanh phan ho so:

* Gidy tor phdi xudt trinh

- Ho chiéu hoac chiing minh nhan dan hoic thé cin cudc cong dan hoic cac giay to
khac c6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri sir dung
dé chimg minh vé nhan than cua ngudi ¢6 yéu cau dang ky két han.

- Glay to chimng minh noi cu tra dé xac dinh tham quyén (trong giai doan Co s¢ dir
licu qu0c gia vé& dan cu va Co so dit liéu ho tich dién tir toan qudc chua duoc xay dung
xong va thuc hién théng nhét trén toan qudc).

* Gidy to phdi ngp

- T& khai ding ky két hon theo mau. Hai bén nam, nit ¢d thé khai chung vao mot
T khai dang ky két hon.

27.7. Tén mau don, miu to khai hanh chinh: To khai dang ky két hon.

27.8. S6 bd ho so: 01 bo

27.9. Phi:

27.10. Lé phi: Mién 1¢ phi (Theo quy dinh tai Quyét dinh s6 44/2016/QD-UBND
ngay 20/12/2016 cua UBND tinh Thai Nguyén)

27.11. Thoi han giai quyét: 05 ngay 1am viéc.
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27.12. P6i twong thuc hién tha tuc hanh chinh: Céng dan Viét Nam

27.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip x& Tan Loi

27.14. Co quan ¢6 tham quyén quyét dinh: Uy ban nhan dan cap x&

27.15. Pija chi tiép nhan hd so: Tai dia diém diang ky két hon luu dong

27.16. Co quan phoi hop: Khong

27.17. Co quan dwoc Gy quyeén:

27.18. Két qua cia viéc thuc hién thii tuc hanh chinh: Gidy chiing nhan két hon

27.19. Yéu cau, diéu kién thwc hién thi tuc hanh chinh:

- Hai bén nam, nir cung thuong tra trén dia ban xa Tan Loima mot hoac ca hai bén
nam, nir 1a ngudi khuyét tat, dm bénh khong thé di dang ky két hon duoc.

- Nam tur da 20 tudi tro 18n, nit tir du 18 tudi tro 1én;

- Viéc két hdn do nam va nit tu nguyén quyét dinh:

- Khéng bi mét ning lyc hanh vi dan su;

- Viéc két hon khdng thudc mot trong cac truong hop cam két hon, gom:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, lra dbi két hon, can tro két hon;

+ Nguoi dang c6 vo, c6 chong ma két hon véi ngudi khac hodc chua c6 vo, chua
c6 chong ma két hon véi nguoi dang co chong, b vo;

+ Két hon giita nhitng nguoi cing dong mau vé truc hé; gitra nhitng ngudi ¢6 ho
trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitta nguoi da tiang 1a cha, me
nudi va&i con nudi, cha chong véi con dau, me vo voi con ré, cha duong véi con riéng
cta vo, me ké véi con riéng caa chang;

* Nha nuwoc khdng thizra nhdn hdn nhén gia nhizng nguoi cung gioi tinh.

27.20. Can cw phép ly caa TTHC:

PN C K Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh

60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Quéc Hoi
é2p3/2015/ND- Nghi dinh 123/2015/Nb-CP 15-11-2015 Chinh phu
52/2014/QH13 | Luat 52/2014/QH13 19-06-2014 Quéc Hoi
%‘%OZO/ TT- Thong tw 04/2020/TT-BTP 28-05-2020

Quy dinh to ’Chl'IC thuc hién

muc thu, ché do thu, ndp, quan
44/2016/Qb- | 1y va st dung 1€ phi ho tich va 90-12-2016 UBND tinh Thai
UBND 1€ phi cap chirng minh nhan Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phac

TO KHAI PANG KY KET HON

@ (2
KINN QU @ttt

Théng tin Bén nir BON NAM

Ho, chir dém, tén

Ngay, thang, nam sinh

Dén toc

Quéc tich

Noi cu tra @

Giy to tuy than ©

Két hon 1an tha may

Chung t6i cam doan nhiing 101 khai trén day 1a diing su that, viéc két hon cua chiing t6i 1a ty nguyén,
khong vi pham quy dinh cta Luat hon nhan va gia dinh Viét Nam.

Chaing t6i chiu hoan toan trach nhiém trude phap luat vé ndi dung cam doan ctia minh.

Pé nghi Quy co quan dang ky.

, NQAY ... thang ... nam..........
Bén nir Bé&n nam
(Ky, ghi rd ho, chir dém, tén) (Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao®: Cé [, Khoéng []
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Chu thich:
Truong hop 1am thu tuc ding ky két hdn c6 yéu té nuée ngoai, thi phai dan anh cua
hai bén nam, ni.

®) Ghi 5 tén co quan dang ky két hon.

“Ghi theo noi dang ky thuong tr, néu khong c6 noi dang ky thudng trd thi ghi theo
noi dang ky tam tr(; treong hop khong co noi dang ky thuong tri va noi dang ky tam tra thi
ghi theo noi dang sinh séng.

®) Ghi thdng tin v& gidy to tiy than nhu: ho chiéu, chung minh nhan dan hoic gidy to
hop 1¢ thay thé (vi du: Ching minh nhan dan s6 001089123 do Céng an thanh phé Ha Nai cap
ngay 20/10/1982).

©Pé nghi d¢anh dau X vao 6 néu c6 yéu cau cap ban sao va ghi ré sb luong.
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28. Thi tuc diang Ky khai tir lvu dong

28.1. Pon vi: UBND xa Tan Loi

- Ma tha tuc: 1.000419.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

28.2. Loai thii tuc: TTHC dugc ludt giao quy dinh chi tiét

28.3. Linh vue: HO tich

28.4. Trinh tw thuc hién:

- Cong chuc tu phap - ho tich duoc giao nhiém vu dang ky khai tir luu dong céd
trach nhiém chuan bi day di mau To khai ding ky khai tir, gidy to ho tich va diéu kién
can thiét dé thuc hién dang ky luu dong tai nha riéng hoic tai dia diém to chuc dang ky
luu d@ong, bao dam thuan loi cho ngudi dan.

- Tai dja diém ding ky khai tir luu dong, cong chirc tu phap - ho tich hudng dan
nguoi Yéu cau dién day du thong tin trong To khai dang ky khai tir, kiém tra cac giy to
lam co so cho viéc dang ky khai tur.

- Trong thoi han 02 ngay 1am viéc, ké tir ngay tiép nhan hd so, cong chire tu phap -
ho tich b4o cdo Chu tich Uy ban nhan dan cip xa. Truong hop Chu tich Uy ban nhan
dan dong y giai quyét thi ky cap Trich luc khai tir cho nguoi c6 yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan hé so, cong chiic tu phap — ho tich
dem theo Trich luc khai tir va S6 dang ky khai tir dé tra két qua cho ngudi ¢ yéu cau tai
dia diém dang ky luu dong; cong chic tu phap — ho tich ghi noi dung vao So dang ky
khai tir, ciing ngudi yéu cau ky vao So6. Tai muc “Ghi cha” trong S6 dang ky khai tir ghi
10 “DPang ky luu dong”.

- Trudng hop nguoi yéu cau khdng biét chir thi céng chic tu phép - ho tich truc
tiép ghi T khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng dan nguoi
d6 diém chi vao To khai. Khi tra két qua, cong chirc tu phap - ho tich doc lai ni dung
Trich lyc khai tir cho ngudi yéu cau nghe va huéng dan nguoi dé diém chi vao S6 dang
ky khai tu.

28.5. Cach thirc thuc hién: Truc tiép tai dia diém dang ky khai tir luu dong

28.6. Thanh phan ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hoac chitng minh nhan dan hoic thé can cudc cong dan hoic cac gidy to
khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyén cap, con gia tri sir dung
dé chirng minh vé nhan than cta ngudi ¢ yéu cau dang ky khai tir;

- Gidy to chimg minh noi cu trii cudi cling caa nguoi chét dé xac dinh tham quyén
(trong giai doan Co s& dit liéu qudc gia vé dan cu va Co s dir liéu ho tich dién tir toan
quéc chua dugc xay dung xong va thuc hién théng nhat trén toan quéc).

- Trudng hop khong xac dinh dugc noi cu tri cudi clng cua ngudi chét thi xuat
trinh gidy to chimg minh noi ngudi d6 chét hodc noi phat hién thi thé cua ngudi chét.

* Gidy to' phdi ngp
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- To khai dang ky khai ttr theo mau;
- Giay béo tir hoic giay to thay thé Gidy bao tir do co quan c6 tham  quyén cap.
28.7. Tén miu don, miu to khai hanh chinh: To khai dang ky khai tir

28.8. S6 b ho so: 01 b

28.9. Phi:

28.10. L¢ phi:
- L& phi Pang ky khai tir khéng dtiing han: 7.000 déng/hd so
- Mién 18 phi dbi véi truong hop dang ky khai tir ding han; ding ky cho ngudi
thudc gia dinh c6 cong véi cach mang; ngudi thuoc ho nghéo; ngudi khuyét tat. (Theo
quy dinh tai Quyét dinh s6 44/2016/QD-UBND ngay 20/12/2016 cua UBND tinh Thai

Nguyén)

28.11. Thoi han giai quyét: 05 ngay 1am viéc.

28.12. Poi twong thwc hién thi tuc hanh chinh: Cong dan Viét Nam
28.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa
28.14. Co quan cé tham quyén quyét dinh: Uy ban nhan dan cap xa
28.15. Pia chi tiép nhan hé so: Tai dia diém dang ky khai tir luu dong.
28.16. Co quan phoi hop: Khong
28.17. Co quan dwoc ity quyeén:
28.18. Két qua cia viéc thuc hién thi tuc hanh chinh: Trich lyc khai tir
28.19. Yéu cau, diéu kién thwc hién thia tuc hanh chinh:
Nguoi chét khong c6 ngudi than thich, nguoi than thich khdng sdng cung dia ban
x& Tan Loi hoic 1a ngudi gia, yéu, khuyét tat khong di dang ky khai tir dugc
28.20. Can cw phap ly caa TTHC:

P L X Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh

60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Quéc Hoi
(132P3/201 S/ND- Nghi dinh 123/2015/ND-CP 15-11-2015 Chinh phu
%‘%OZO/ TT- Thong tw 04/2020/TT-BTP 28-05-2020

Quy dinh to ’Chli’C thuc hién

muc thu, ché do thu, ndp, quan
44/2016/QD- | ly va sir dung 1€ phi h¢ tich va 90-12-2016 UBND tinh
UBND 1€ phi cap chimg minh nhan Thai Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HQOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KINN QU @) sttt
Ho, Chit dém, t81 MEUOT YEU CAU: ......oooocoeeseeeeeeeeeesseees e eeeeeseseesseeees e

N O C T 2 e

QUAN NE VOT NGUTT A8 CHEEL ..ooooooeeeeee et
Pé nghi co quandiing ky khai tir cho ngudi ¢é tén dwéi diy:

Ho, CRit d@mM, TBN: oo e e
Ngay, thang, NAM SINN: .....oiiiiiii e e s saeeean
GiGi tinh: oo, DAN L0 vveveveverereeeeeeeeeeene, QUABC tICh: v,

Pa chét vao IUC: ..o QIO phlt, ngay ............ thang .......... NAM .coorre.
L 1 )T, Ao
NGUYBN NNAN CREL: ..ot
Sb Gidy bao tu/ Gidy to thay thé Gidy bdo tir: @ ..o A0
......................................................................................................... CApP NQAY .......thang ...... nam ............
Toi cam doan nhitng noi dung khai trén day la ding sw that va chiu trach nhiém truéc phap
luat vé cam doan ctua minh.

Lam taiz .o ngay ... thang ........ nam ..

Ngudi yéu cau
(Ky, ghi 16 ho, chir dém, tén)

D& nghi cip ban sao®: Cé |:|, Khéng |:|
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Chu thich:
Ghi 10 tén co quan dang ky khai tir.

@ Ghi theo noi dang ky thuong tri; néu khong c6 noi dang ky thuong tr thi ghi theo
noi dang ky tam tru; truong hgp khong co noi dang ky thuong tra va noi dang ky tam tra thi
ghi theo noi dang sinh song.

®) Ghi thdng tin vé gidy to tay than nhu: ho chiéu, chitng minh nhan dan hoic gidy to
hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cap
ngay 20/10/2004).

@ Néu ghi theo Gidy bao tu, thi gach cum tir “Gidy to thay thé Gidy béo ti”; néu ghi
theo s6 Gidy to thay thé Gidy bao tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy bao tu”;
truong hop khong c6 thi muc nay dé tréng

®) P& nghj danh ddu X vao 6 néu cé yéu cu cp ban sao va ghi rd sé luong.
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29. Thi tuc ding ky giam ho
29.1. Pon vi: UBND xa Tan Loi
- Ma thu tuc: 1.004837.000.00.00.H55
- S6 quyét dinh: 3129/QD-UBND.
29.2. Loai thu tuc: TTHC dugc luat giao quy dinh chi tiét
29.3. Linh vuc: Ho tich
29.4. Trinh tw thwc hién:
- Nguoi ¢6 yéu cau dang ky giam ho nop ho so tai Uy ban nhan déan cap xa c6 tham
quyen.
- Nguoi tiép nhan cd trach nhiém kiém tra ngay toan bd ho so, xac dinh tinh hop 18

ctia gidy to trong hd so do nguoi Yéu cau nop, xuét trinh; déi chiéu thong tin trong To
khai vai giay to trong ho so.

- Néu hd so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi
rd ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan ngudi nop ho
so bo sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan thién ho so
ngay thi phai lap thanh vian ban huéng dan, trong d6 néu 13 loai giay to, noi dung can bo
sung, hoan thién, ky, ghi rd ho, chir dém, tén cta ngudi tiép nhan.

- H6 so dang ky ho tich sau khi dd duoc hudng dan theo quy dinh ma khong dugc
b6 sung day du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan ho so. Viéc tir chdi tiép
nhan ho so phai dugc thé hién bang vin ban, trong d6 ghi rd 1y do tir chdi, nguoi tiép
nhan Ky, ghi rd ho, chir dém, tén.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan da hd so, néu thay yéu cau
dang ky giam ho du diéu kién theo quy dinh phap luét thi cong chue tu phap - ho tich
bao céo Chu tich Uy ban nhan dan cap x&. Truong hop Chu tich Uy ban nhan dan cap
X4 d6ng y giai quyét thi céng chirc tu phap - ho tich ghi vao Sb dang ky gidm h9, cung
nguoi di dang ky giam ho ky vao S6. Chu tich Uy ban nhan dan cap xa cap Trich luc
dang ky giam ho cho ngudi yéu cau.

*Luuy:

+ Truong hop nguoi yéu cau nop giay to 1a ban sao duoc cap tir s6 goc hoic ban
sao dugc chiing thuc tir ban chinh thi nguoi tiép nhan hd so khong duoc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chyup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc da d6i chiéu noi dung gidy to d6, khong dugc yéu cau ngudi di dang ky nop ban
sao ¢ chung thuc gidy to do.

+ Tru’ong hop phap luét quy dinh Xuat trinh glay to khi dang ky hd tich, nguoi tlep
nhan co trach nhiém klem tra gidy to Xuat trinh, dol chiéu véi thong tin trong T khai va
tra lai cho nguoi xuat trinh, khong duoc yéu cau nguoi ding ky ho tich nop thém ban
sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy to xuét trinh hozc ghi lai thong
tin caa gidy to xuat trinh dé luu ho so.
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+ Nguoi tiép nhan cd trach nhiém tiép nhan dung, du hd so dang ky ho tich theo
quy dinh cua phap luat hg tich, khong duoc yéu cau ngudi diang ky ho tich nop thém
gidy to ma phap luat ho tich khong quy dinh phai nop.

29.5. Cach thic thuc hién:

- Ngudi ¢6 yéu cau ding ky giam ho truc tiép thuc hién hodc ty quyén cho ngudi
khac thuc hién viéc dang ky giam ho;

- Nguoi thyc hién viée ding ky giam ho ¢6 the tryc tiép nop ho so tai Uy ban nhan
dan cap xa co tham quyen hoac gui ho so qua hé thong buu chinh,

29.6. Thanh phan ho so:
* Gidy to phdi xudt trinh:
- Ho chiéu hoic chitng minh nhan dan hoic thé can cude cdng dan hoic cac gidy to

khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyén cap, con gia tri sir dung
dé chirng minh vé nhan than cia ngudi co yéu cau dang ky giam ho.

- Giay to ching minh noi cu tri dé xac dinh tham quyén diang ky giam ho (trong
giai doan Co s¢ dir liéu qubc gia vé dan cu va Co sé dir liéu ho tich dién tir toan quéc
chua dugc xay dung xong va thuc hién thong nhat trén toan quéc).

* Gidy to' phdi ngp

- To khai dang ky giam ho theo mau.

- Vin ban cir ngudi giam ho theo quy dinh cua Bo luat dan sy doi voi truong hop
dang ky giam ho cu.

- Giéy to chimg minh diéu kién gidm ho duong nhién theo quy dinh cua Bo luat
dan sy doi vdi truong hop déng ky gidm ho duong nhién. Truong hop c6 nhicu nguoi
cung du dieu kién lam gidm ho duong nhién thi ndp thém van ban thoa thuan vé viéc cir
mot nguoi lam gidm ho duong nhién.

- Vin ban uy quyén theo quy dinh cua phap luat trong trudng hop uy quyén thuc
hién viéc dang ky giam h¢. Truong hop nguoi dugc uy quyén 1a 6 ong, ba, cha, me, con,

v, chong, anh, chi, em rudt cia ngudi uy quyén thi vin ban uy quyén khong phai cong
chtng, ching thyuce, nhung phai ¢ gidy to ching minh mdi quan hé véi ngudi ty quyeén.

29.7. Tén mau don, miu t& khai hanh chinh: T khai ding ky giam ho.
29.8. S6 bd ho so: 01 bo
29.9. Phi:

29.10. Lé phi: Mién 1& phi Theo quy dinh tai Quyét dinh s6 44/2016/QD-UBND
ngay 20/12/2016 caa UBND tinh Thai Nguyén))

29.11. Thai han giai quyét: 03 ngay 1am viéc.

29.13. Péi twong thuc hién thia tuc hanh chinh: Céng dan Viét Nam, ngudi Viét
Nam dinh cu ¢ nudc ngoai.

29.14. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa
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29.15. Co quan c¢é tham quyén quyét dinh: Uy ban nhan dan cép xa

29.16. Pia chi tiép nhan hd se: Bo phan Tiép nhan va tra két qua tai Uy ban nhan

dan cip xa

29.17. Co quan phoi hop: Khong

29.18. Co quan dwoc Gy quyeén:

29.19. Két qua cia viéc thuc hién tha tuc hanh chinh: Trich luc dang ky giam

ho
29.20. Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khéng
29.21. Can cw phép ly caa TTHC:
ST LA Ngay ban Co quan ban
So ky hi¢u Trich yéu hanh hanh
60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Quéc Hoi
1C2P3/ 2015/ND- | \1ohi dinh 123/2015/ND-CP | 15-11-2015 | Chinh phu
33/2005/QH11 | B luat 33/2005/QH11 14-06-2005 | Quéc Hoi
g4T/§020/ TT- Thong tu 04/2020/TT-BTP 28-05-2020
Quy dinh to ’Chl'IC thuc hién
muc thu, ché do thu, ndp, quan
44/2016/QD- | 1y va sit dung 1¢ phiho tich VA | 50 15 ogqs | UBND tinh Théi
UBND 1€ phi cap chung minh nhan Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HO

KINN GUE @ e s s

Ho, Chit dém, te1 MEUOT YEU CAU: .....ooooooeeeeeeeeeese oo e esee s

NOL CU T D oo

Pé nghi co quanding ky viéc giam hd giira nhirng nguoi ¢ tén dwéi day:

Ngwoi gidm ho:

[ (o TR o 01 £ 10 TR0 =T o OO
Ngay, thang, NAM SINN:......ciiiiii e sre e e saeeean
GiGi tinh: oo, DAN L vveveveeerereeeeeeeeeeeena, QUABC tICh: v,

Nguwoi dwoc gidm ho:
[ Fo TR o] 01 £ 10 TR =T o OO OO
Ngay, thang, NAm STNN: ...

GiGi tinh: e, DAN EOC e, QUABC tICh: v,
2

T6i cam doan nhirng ndi dung khai trén day la dang su that va chiu trdch nhiém trudgc phép
luat vé cam doan cua minh.
Lam tai: oo, ngay ... thang ......... nam ...
Ngudi yéu cau
(KY, ghi rd ho, chi dém, tén)

Dé nghi cap ban sao®: C6 |:| Khoéng []
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Chu thich:
Ghi 10 tén co quan dang ky giam hg.

@) Ghi theo noi dang ky thuong trd, néu khong c6 noi ding ky thuong tréi thi ghi theo noi ding ky
tam tra; truong hop khong c6 noi déng ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh
song.

®) Ghi thong tin v& gidy to tuy than nhu: ho chiéu, chung minh nhan dan hoic gidy to hop 18
thay thé (vi du: Chiing minh nhan dan sé 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2014).

“ P& nghi danh dau X vao 6 néu cé yéu cau cip ban sao va ghi ré sb luong.
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30. Thii tuc diing ky cham dirt giam hé

30.1. Pon vi: UBND x& Tan Loi

- Ma tha tuc: 1.004845.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

30.2. Loai thii tuc: TTHC duoc ludt giao quy dinh chi tiét

30.3. Linh vwe: Ho tich

30.4. Trinh tw thuc hién:

- Nguoi ¢ yéu cau dang ky cham dat gidm ho nop hd so tai Uy ban nhan dan cap
x& c6 tham quyen.

- Ngudi tiép nhan cé trach nhiém kiém tra ngay toan bo ho so, xac dinh tinh hop 18
cua gidy to trong hd so do ngudi Yéu cau nop, xuat trinh; doi chiéu théng tin trong To
khai véi giay to trong ho so.

- Néu ho so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi
rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng din ngudi nop hd
so bo sung, hoan thién theo quy dinh; trudng hop khéng thé bo sung, hoan thién hd so
ngay thi phai lap thanh vin ban huéng dan, trong d6 néu 1d loai gidy to, noi dung can bd
sung, hoan thién, ky, ghi ré ho, chir dém, tén caa nguoi tiép nhan.

- H6 so sau khi d3 dugce huéng dan theo quy dinh ma khong duoc bo sung day du,
hoan thién thi ngudi tiép nhan tir chéi tiép nhan ho so. Viéc tir chdi tiép nhan ho so phai
duoc thé hién bang van ban, trong d6 ghi rd 1y do tir chéi, nguoi tiép nhan ky, ghi ré ho,
chtr dém, tén.

- Trong thoi han 02 ngay, ké tir ngdy nhan du hd so, néu thiy yéu cau diang ky
cham dat giam ho du diéu kién theo quy dinh phap luat thi cdng chuc tu phap - ho tich
bao c4o Chu tich Uy ban nhan dan cap x&. Truong hop Chu tich Uy ban nhan dan cap
x&dong y giai quyét thi cong chirc tu phap - ho tich ghi vao So6 dang ky cham dut giam
ho, ciing ngudi di dang ky cham dut giam ho ky vao S6. Chu tich Uy ban nhan dan cap
x4 cap Trich luc dang ky cham dat giam ho cho ngudi yéu cau.

* Luuy:

+ Trudng hop nguoi yéu cau nop giay to 1a ban sao duoc cip tir s6 goc hoic ban
sao dugc chiing thuc tir ban chinh thi nguoi tiép nhan hd so khéng duoc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc da @i chiéu noi dung gidy to do, khong dugc yéu cau ngudi di dang ky nop ban
sao ¢6 chiing thuc giay to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich, ngudi tiép
nhan cd trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vai théng tin trong To khai va
tra lai cho nguoi xuat trinh, khong duoc yéu cau nguoi diang ky ho tich nop thém ban
sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy to xuét trinh hozc ghi lai thong
tin caa gidy to xuat trinh dé luu ho so.
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+ Ngudi tiép nhan cé trach nhiém tiép nhan dung, du hd so ding ky ho tich theo
quy dinh cua phap luat ho tich, khong dwgc yéu cau nguoi ding ky ho tich nop thém
gidy to ma phap luat ho tich khong quy dinh phai nop.

30.5. Cach thikc thuc hién:

- Ngudi ¢ yéu cau dang ky cham dut giam ho truc tiép thuc hién hoic ty quyén
cho ngudi khéc thuc hién viéc ding ky cham dat giam ho;

- Nguoi thuc hién viéc dang ky chdm duat giam ho co thé truc tiép nop ho so tai Uy
ban nhan dan cip x4 c6 tham quyén hoic giri hd so qua hé thdng buu chinh.

30.6. Thanh phan hd so:

* Gidy tor phdi xudt trinh

- Ho chiéu hoac chitng minh nhan dan hoic thé can cudc cong dan hoic cac giay to
khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyén cap, con gia tri sir dung
dé chirng minh vé nhan than caa ngudi ¢ yéu cau diang ky cham dut giam ho.

Truong hop gui hd so qua hé thdng buu chinh thi phai gui kém theo ban sao c6
chtng thuc gidy to phai xuat trinh néu trén.

* Gidy to' phdi ngp

- To khai dang ky cham dat giam ho theo mau.

- Gidy to lam can ctir cham duat giam ho theo quy dinh cua B luat dan su.

- Van ban uy quyén theo quy dinh caa phap luat trong trudng hop ty quyén thuc
hién viéc diang ky cham dat giam ho. Truong hop ngudi duoc ty quyén 1a 6ng, ba, cha,
me, con, Vo, chong, anh, chi, em rudt ctia ngudi ty quyén thi vin ban uy quyén khong
phai cdng chung, ching thue, nhung phai ¢6 gidy to chieng minh mdi quan hé véi ngudi
iy quyen.

30.7. Tén miu don, miu to khai hanh chinh: To khai dang ky cham dat giam
ho.

30.8. S6 bd hd so: 01 b

30.9. Phi:

30.10. L& phi: Mién 1& phi Theo quy dinh tai Quyét dinh sé 44/2016/QD-UBND
ngay 20/12/2016 caa UBND tinh Thai Nguyén)

30.11. Thoi han giai quyét: 02 ngay lam viéc.

30.12. Pdi twong thuc hién thi tuc hanh chinh: Céng dan Viét Nam, Nguoi Viét
Nam dinh cu ¢ nudc ngoai

30.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa

30.14. Co quan c6 thim quyén quyét dinh: Uy ban nhan dan cap x&

30.15. Pia chi tiép nhan ho so: Bo phan TN&TKQ cia Uy ban nhan dan cap x&

30.16. Co’ quan phdi hep: Khong

30.17. Co quan dwoc @y quyén:

30.18. Két qua ciia viéc thwc hién tha tuc hanh chinh: Trich luc ding ky cham
dat giam ho .
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30.19. Y&u cau, diéu kién thuc hién thi tuc hanh chinh: Khong
30.20. Can cwr phap ly cia TTHC:

£, en L% Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh

60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Qudc Hoi
g;/ 2015/Nb- Nghi dinh 123/2015/ND-CP 15-11-2015 Chinh phu
33/2005/QH11 | Bo luat 33/2005/QH11 14-06-2005 Quéc Hoi
ng/gOZO/TT_ Thong tu 04/2020/TT-BTP 28-05-2020

Quy dinh t6 chirc thyc hign

mic thu, ché do thu, ndop, quan
44/2016/QD- | ly va sir dung 1¢ phi h¢ tich va 20-12-2016 UBND tinh Thai
UBND 1€ phi cap ching minh nhan Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ

KINN QU D et

Ho, Chit dém, t8n NGUOT YEU CAU .........oeeeeeeeeeeeseeeeeeee e

N OT CU ) e,

Pé nghi co’ quan ding ky cham dirt viéc giam ho giira:
Ngwoi gidm ho:

[ (o T o1 01 e £ 10 TR (=T o
Ngay, thang, na3m SINh:........cccociiiiiii :
GiGi tinh: e, DAN tOC vveveveeeeeeeeeeeeeeeeeenn, QUABC ICh: oo,
INOT CU T T et e et e et e e e et ee e e e eeee et eee e e e eeneeeeneeeeeens
GIAY tO Y thANT @ et

Ngwoi dwgc gidm ho:

[ (o T o1 01 £ 10 TR =T o
Ngay, thang, na3m SINh: ...
GiGi tinh: e, DAN EOC e, QUABC iCh: oo
Noi cu tra®

ngay ....... thang ......... nam ......... SOurvrrererriereeseess s senienen, QUYEN SO e,
LY do ChAm dirt VIEC GIAM DO .....cvveceeeeeeeee e
Tyi cam doan nhibng nQi dung khai tron ddy la dyng sy that va chiu troch nhiém
trwwdc phop ludt vé cam doan cla mdnh.
Lam tai: .o , hgay ... thang ..... nam ...
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Deé nghi c4p ban sao®: Cé D, Khéng D
S6 luong:....... ban
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Chu thich:
Ghi 13 tén co quan ding ky chim dat giam ho.

@ Ghi theo noi ding ky thuong trd, néu khong c6 noi ding ky thuong tra thi ghi theo noi ding
ky tam tra; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tra thi ghi theo noi dang
sinh 50n

Gh| thdng tin vé gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic gidy to hop 1€
thay the (vi du: Chang minh nhan dan sé 001089123 do Cong an thanh phd Ha Noi cip ngay
20/10/2014)

) Ghi 13 tén co quan dang ky giam h¢ trudc day (sb, ngay thang nam dang ky).

(5) Dé nghi danh dau X vao 6 néu cd yéu cu cip ban sao va ghi rd sb luong.
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31. Thi tuc thay doi, cai chinh, bé sung théng tin hd tich
31.1. Pon vi: UBND x& Tan Loi

- M thi tuc:1.004859.000.00.00.H55

- S6 quyét dinh:3129/QP-UBND.

31.2. Loai thii tuc: TTHC duoc luat giao quy dinh chi tiét
31.3. Linh vwe:Ho tich

31.4. Trinh ty thyc hién:

- Ngudi ¢ yéu cau thay d6i, cai chinh, b6 sung ho tich nop hd so tai Uy ban nhan
dan xa Tan Loico tham quyen.

- Nguoi tiép nhan c6 trach nhiém k‘iém tra ngay toan b@rhé s0, xac dinh tinh hop 18
cua gidy to trong ho so do ngudi yéu cau nop, xuat trinh; doi chiéu thong tin trong To
khai vai giay to trong ho so.

- Néu hd so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi
rd ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan ngudi nop ho
so bo sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan thién ho so
ngay thi phai lap thanh vian ban huéng dan, trong d6 néu 13 loai giay to, noi dung can bo
sung, hoan thién, ky, ghi rd ho, chir dém tén cuia ngudi tiép nhan.

- H6 so sau khi da dugce huéng dan theo quy dinh ma khong duoc bo sung day du,
hoan thién thi ngudi tiép nhan tir chéi tiép nhan ho so. Viéc tir chdi tiép nhan ho so phai
duoc thé hién bang vin ban, trong d6 ghi rd 1y do tir chbi, nguoi tiép nhan ky, ghi rd ho,
chtr dém, tén.

- Trong thoi han 03 ngay 1am viéc ké tir ngay nhan du gidy to theo quy dinh dbi
Vv6i yéu cau thay doi, cai chinh ho tich; ngay trong ngay lam viéc déi voi yéu cau bd
sung ho tich; néu thay viéc thay ddi, cai chinh, bo sung ho tich 13 c6 co s, phil hop voi
quy dinh cua phap luat dan su va phap luat cé lién quan, cdng chirc tu phap - ho tich bao
cao Chu tich Uy ban nhan dan cap xa Tan Loi. Truong hop Chu tich Uy ban nhan dan
x& Tan Loidong y giai quyét thi ky Trich luc ho tich twong ung (Trich luc thay d6i ho
tich/Trich luc cai chinh ho tich/Trich luc b sung ho tich) cap cho ngudi yéu cau; cong
chtrc tu phap - ho tich ghi noi dung thay ddi, cai chinh, bo sung hé tich vao S6 diang ky
thay d6i, cai chinh, b6 sung ho tich, xac dinh lai dan toc; cung ngudi yéu cau Ky vao So.

Truong hop thay doi, cai chinh, bo sung théng tin ho tich lién quan dén Giay khai
sinh, Gidy chtring nhan két hén thi cong chire tu phap - ho tich ghi noi dung thay doi, cai
chinh ho tich vao Gidy khai sinh, Gidy chang nhan két hon; b sung théng tin ho tich
vao muc tuong tmg va dong dau vao ndi dung b sung.

* Lwu y:nguoi di dang ky ndp ban sao c6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh glay td khi dang ky ho tich, nguoi tiép
nhan ¢ trach nhiém klem tra gidy to xudt trinh, dm chiéu véi thong tin trong T khai va
tra lai cho ngudi xudt trinh, khong duoc yéu cau ngudi ding ky ho tich ndp thém ban
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sao gidy to do. Nguoi tiép nhan co thé chyup 01 ban gidy t& xuét trinh hodc ghi lai théng
tin cua gidy t& xuat trinh dé luu hd so.

+ Trudng hop ngudi yéu cau ndp gidy to la ban sao duoc cap tir sO gbc hodc ban
sao dugc chung thyc tir ban chinh thi nguoi tiép nhan hd so khong duge yéu cau xuét
trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuét trinh ban chinh thi ngudi
tlep nhan hd so kiém tra, d6i chleu ban chup vo1 ban chinh va ky vao ban chup xac nhan
vé viéc dd d6i chiéu noi dung gidy to d6, khong dugc yéu cau nguoi di dang ky ndp ban
sao c6 chimg thuc gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hé so dang ky ho tich theo
quy dinh cua phap luat hd tich, khong dugc yéu cau nguoi dang ky ho tich ndp thém
gidy to ma phap luat hd tich khong quy dinh phai ndp.

31.5. Céch thirc thuc hién:

- Nguoi c6 yéu cau dang ky thay doi, cai chinh, bo sung hé tich truc tiép thuc hién
hodac uy quyén cho nguoi khac thuc hién;

- Nguoi thyc hién viéc dang ky thay doi, cai chinh, b sung ho tich ¢d thé truc tiép
nop ho so tai Uy ban nh&n dan cap xa cé tham quyén hoac giri ho so qua hé thong buu
chinh.

31.6. Thanh phan ho so:

* Gidy tor phdi xudt trinh

- Ho chiéu hoic chitng minh nhan dan hoic the cdn cuGe ‘cﬁng dan hoac céc giay to
khac c6 dan anh va thong tin ca nhén do co quan c6 tham quyen cap, con gia tri sir dung
deé chirng minh vé nhan than cta nguoi O yéu cau dang ky thay doi, cai chinh, b6 sung
ho tich.

- Glay td chimg minh noi cu tri dé xac dinh tham quyen dang ky thay doi, cai
chinh, b sung ho tich (trong giai doan Co s¢ dir liéu qudc gia vé dan cu va Co so dir

liéu ho tich di¢n tur toan qudc chua duge xay dung xong va thuc hién thong nhat trén
toan quoc).

Truong hop giri ho so' qua hé thong buu chinh thi phai giri kém theo ban sao c¢d
chung thuc cac giay to phai xuat trinh néu trén.

* Gidy to' phdi ngp

- To khai ding ky thay ddi, cai chinh, bo sung h tich, xac dinh lai dan toc theo

mau.

- Gidy to lam can ct thay doi, cai chinh, bo sung ho tich.

- Van ban uy quyén theo quy dinh caa phap luat trong trudng hop ty quyén thuc
hién viéc dang ky thay ddi, cai chinh, bo sung ho tich. Truong hop ngudi dugc uy
quyén 13 6 ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt cua ngu:ol y quyén thi van

ban vy quyén khéng phai cong ching, chung thyc, nhung phai c6 gidy to chirng minh
moi quan hé vaoi nguoi ay quyeén.
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31.7. Tén miu don, mau to khai hanh chinh: T khai dang ky thay doi, cai
chinh, bo sung ho tich, xac dinh lai dan téc.
31.8. S6 b hd so: 01 b
31.9. Phi:

31.10. L& phi: L& phi thay ddi, cai chinh h tich cho ngudi chua du 14 tudi cu tra
¢ trong nudc; bo sung ho tich cho cong dan Viét Nam cu tri ¢ trong nudc: 15.000
dong/ho so

- Mién 1& phi cho nguoi thuge gia dinh c6 cong voi cach mang; nguoi thuge ho
nghéo; nguoi khuyét tat. (Theo quy dinh tai Quyét dinh s6 44/2016/Qb-UBND ngay
20/12/2016 cua UBND tinh Thai Nguyén)

31.11. Thoi han giai quyét:

- 03 ngay lam viéc ddi voi yéu cau thay doi, cai chinh ho tich; truong hop phai xac
minh thi thoi han giai quyét khdng qua 06 ngay lam viéc.

- Ngay trong ngay lam viéc doi véi yéu cau bo sung ho tich, truong hop nhan ho so
sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiep theo.

31.12. Péi twong thuc hién thia tuc hanh chinh: Cong dan Viét Nam

31.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa

31.14. Co quan cé tham quyén quyét dinh: Uy ban nhan dan cap x&

31.15. Pia chi tiép nhan hé so: Bo phan TN&TKQcua Uy ban nhan dan cap xa
31.16. Co quan phdi hop: Khéng

31.17. Co quan dwoc @y quyén:

31.18. Két qua cuaa viéc thuc hién tha tuc hanh chinh: Trich lyc thay d6i ho
tich/Trich luc cai chinh ho tich/Trich luc b6 sung ho tich.

31.19. Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong
31.20. Cin cw phép ly cia TTHC:

S ky hi¢u Trich yéu Nghag’naa” Co auan ban
60/2014/QH13 | Luét 60/2014/QH13 20-11-2014 | Quéc Hoi
g;/ 2015/ND- | \ohi dinh 123/2015/ND-CP | 15-11-2015 | Chinh phi
33/2005/QH11 | B6 ludt 33/2005/QH1 1 14-06-2005 | Quéc Hoi
04/2020/TT-

BTP Thong tu 04/2020/TT-BTP 28-05-2020
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S6 ky hiéu Trich yéu Nghagn?]an Co ?]l;?:;] ban
Quy dinh t6 ,ChIZI’C thuc hién
muc thu, ché do thu, ndp, quan
44/2016/Qb- ly va st, dung 1€ phi ho tich va 20-12-2016 UBND tinh Thai
UBND 1€ phi cap chirng minh nhan Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

TO KHAI PANG KY VIEC THAY POI, CAl CHINH,
BO SUNG HQ TICH, XAC PINH LAI DAN TQC

KN QT @) e

Ho, Chir dém, t8N NEWOT YEU CAUS .....o.ovveeveceeeeeeeeee ettt
INOT CU TP ettt e et e et ee et e e e e eee e e e ees et ee e s e eeeeeeee e s s eenaeeens
GIAY T tUY thANT @ttt
Quan hé voi nguoi dé nghi duoc thay doi, cai chinh, xac dinh lai dan toc, b sung ho

cho nguoi co6 tén dudi day

HO, Chlt A€M, T8N .o e Giai tinh..............
Ngay, thang, NAmM SINN:........ooooiiii e et e e e eaaeeenaee e e enes
DAN T0C: ... i QUAC tHCN: e,
GIAY O TUY ThANT ettt ettt n e
INOT CU T @ ettt e e e s e ee e eereneen :

Pa dang kY © oo, ngay......... thang ......... NAM oo,
tai SO: .......... QUYEN S8 (011 LSRRI

T O e i, .

I o [0SR
T6i cam doan nhitng ndi dung khai trén day la dung sy that va chiu trdch nhiém trudc phap Iuat vé
cam doan ctia minh.

. Lam tai:.......... , Ngay ....... thang .... nam ......
Nguwai yéu cau
(Ky, ghi rd ho, chir @ém, tén)
Y kién ciia nguoi duoc thay doi ho, tén Y kién cua cha va me (néu thay doi
(néu nguoi do tir da 9 tudi tro 18n); xac ho, chir dém, tén cho nguoi dudi 18
dinh lai dan toc (néu ngudi dé tir da 15 tudi tuoi)

dén dudi 18 tUGK)

Chu thich:

1. Ghi 15 tén co quan dang ky viéc thay ddi, cai chinh, bd sung ho tich, xac dinh lai dan toc, xac dinh lai gioi
tinh trong Gidy khai sinh.

2. Ghi theo dia chi dang ky thuong tri; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi dang ky tam
tra; truong hop khong c6 noi ding ky thudng tri va noi dang ky tam tra thi ghi theo noi dang sinh séng.

3. Ghi thong tin vé gidy td tiy than nhu: hd chiéu, chimg minh nhan din hodc gidy t& hop 18 thay thé .

4. Ghi 10 loai viéc thyc hién (vi du: thay ddi Ho).

5. Ghi 10 loai viéc ho tich da dang ky trudc day.

6. Ghi r6 ndi dung thay ddicai chinh x4c dinh lai dan toc vi dutir Nguyén Van Nam thanh Vi Vin Nam

Trudong hop bo sung ho tich thi ghi rd ndi dung dé nghi bd sung. Vi du: bd sung phan ghi vé qué quan trong
Giéy khai sinh nhu sau: Nghé An.
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32. Thi tuc cip Gidy xac nhan tinh trang hdn nhan
32.1. Pon vi: UBND x4 Tan Lgi

- Ma thi tuc: 1.004873.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

32.2. Loai thii tuc: TTHC duoc luat giao quy dinh chi tiét
32.3. Linh vwe:Ho tich

32.4. Trinh ty thyc hién:

Truong hop ngudi yéu cdu x4c nhéan tinh trang hon nhan da timg dang ky thuong
tra tai nhidu noi khac nhau thi ngudi d6 co trach nhiém ching minh vé tinh trang hon
nhan cua minh. Truong hop ngudi yéu cau khong chimg minh dugc thi cong chuc tu
phap - ho tich bao cao Chu tich Uy ban nhan dan cap xa o van ban dé nghi Uy ban
nhan dan cap xa noi ngudi d6 da ting ding ky thuong tra tién hanh kiém tra, xdc minh
vé tinh trang hon nhan cta ngudi do.

- Néu hd so sau khi di duogc huéng dan ma khong duoc bo sung dﬁy du, hoan thién
thi ngudi ti€p nhan tr choi tiép nhén ho so va 1ap van ban tir chdi ti€p nhan ho so, trong
do ghi 16 ly do tir chéi, ky, ghi 16 ho, chit dém, té€n ctia nguo1 ti€p nhan.

- Trong thoi han 03 ngay lam viéc, ké tir ngdy nhan di ho so hop 18, cong chuc tu
phap - ho tich kiém tra, xac minh tinh trang hén nhan cia ngudi c6 yéu cau.
Trong thdi han 03 ngay 1am viéc, ké tir ngay nhan duoc van ban dé nghi, Uy ban nhan
dan cép xa dugc yéu cau, tién hanh kiém tra, xc minh va tra loi bé‘mg van ban vé tinh
trang hon nhan trong thoi gian thuong trG tai dia phuong cia ngudi co yéu cau.
- Néu két qua kiém tra, xdc minh cho thdy ngudi yéu cau c6 du diéu kién, viéc cap Gidy
xac nhan tinh trang hon nhan la phu hop quy dinh phap luat thi cong chire tu phap - ho
tich trinh Chu tich Uy ban nhan dan ky cap 01 ban Gidy xac nhan tinh trang hon nhan
cho ngudi yéu cau.

- Nguoi co yéu cau cap Gidy xac nhan tinh trang hon nhan ndp hd so tai Uy ban
nhan déan cap xa c6 thim quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo h6 so, 601 chiéu thong tin
trong To khai va tinh hgp 1¢ cua glay to trong hd so do ngu’m yéu cau ndp, xuat trinh.
- Néu ho so day du, hop 1€, nguoi tlep nhan ho so viét gidy tiép nhan, trong dé ghi 15
ngay, gi0 tra két qua; néu ho so chua diy du, hoan thién thi hudng dan nguoi ndp ho so
bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién ho N
ngay thi phai 1ap thanh van ban hudng dan, trong d6 néu 10 loai gidy t0, ndi dung can bod
sung, hoan thién, ky, ghi 0 ho, chit dém tén cua nguoi tlep nhan.

+ Truong hop phap luét quy dinh xuat trinh glay t& khi dang ky ho tich, ngudi tiép
nhan ¢ trach nhiém klem tra gidy to xudt trinh, dm chiéu v6i thong tin trong T khai va
tra lai cho nguoi Xuét trinh, khong dugc yéu cau nguoi dang ky ho tich nop thém ban
sao gidy to d6. Nguoi tiép nhan co thé chyup 01 ban gidy to xuét trinh hoic ghi lai thong
tin cila gidy to xuat trinh dé Iuu hd so.
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+ Trudng hop ngudi yéu cau ndp gidy to la ban sao dugc cap tir sO gbc hodc ban
sao dugc chung thyc tir ban chinh thi nguoi tiép nhan hd so khong duge yéu cau xuét
trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuét trinh ban chinh thi ngudi
tlep nhan hd so kiém tra, d6i chleu ban chup vo1 ban chinh va ky vao ban chup xac nhan
vé viéc da d6i chiéu nodi dung gidy to d6, khong duoc yéu cau nguoi di dang ky ndp ban
sao c6 chimg thuc gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so dang ky ho tich theo
quy dinh cua phap luat ho tich, khong dugc yéu cau nguoi dang ky hd tich ndp thém
giay to0 ma phap luat ho tich khong quy dinh phai ndp.

32.5. Céch thirc thuc hién:

- Nguoi c6 yéu cau cap Giay xac nhan tinh trang hon nhén tryc tiép thuc hién hoac
uy quyén cho nguoi khac thuc hién yéu cau cap Giay xac nhan tinh trang hon nhan;

- Nguoi thyc hién yéu cau cap Gidy xac nhan tinh trang hon nhan c6 thé tryc tiép
nop ho so tai Uy ban nh&n dan cap xa cé tham quyén hoac giri ho so qua hé thong buu
chinh.

32.6. Thanh phan ho so:

* Gidy tor phdi xudt trinh

- Ho chiéu hoic chimng minh nhén dan hoac thé can cude cong dan hoic cac giay to
khac c6 dan anh va thong tin ca nhén do co quan ¢6 tham quyen cap, con gié tri sir dung

dé ching minh vé nhan than cua nguoi c6 yéu cau cap Giay xac nhan tinh trang hon
nhan.

- Giéy to chimg minh noi cu tri cua nguoi yéu cau cap Giay xac nhan tinh trang
hén nhan dé xac dinh tham quyén (trong giai doan Co s¢ dir li¢u qudc gia vé dan cu va
Co s¢ dit lidu ho tich dién tir toan quéc chua duoc xay dung xong va thuc hién thdng
nhét trén toan qudc).

Truong hop gii hd so' qua hé théng buu chinh thi phai gui kém theo ban sao c6
chung thyc cac giay to phai xuat trinh néu trén.

* Gidy to' phdi ngp

- To khai cap Giay xac nhan tinh trang hén nhan theo mau;

- Truong hop nguoi Yéu cau cap Gidy xac nhan tinh trang hon nhan da c6 vo hosc
chong nhung da ly hon hodc ngudi vo/chong da chét thi phai xuat trinh (ban chinh) hoac
nop ban sao giay to hop 1€ dé ching minh;

- Cong dan Viét Nam da ly hon, hity viéc két hdn ¢ nudc ngoai thi phai nop ban
sao Trich luc ghi chu ly hon.

- Truong hop yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé sir dung vao
muc dich ket hon véi nguoi khac véi nguoi da ghi trong phan muc dich st dung cua
Giay xac nhan tinh trang hon nhéan duoc cap trude day hodc do Gidy xac nhan tinh trang
hon nhan da het thoi han st dung theo quy dinh thi phdi nop lai Giay xac nhén tinh
trang hon nhan da duoc cap trude day.
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32.7. Tén miu don, miu to khai hanh chinh: T& khai cip Gidy xac nhan tinh
trang hon nhan.
32.8. S6 b hd so: 01 bo
32.9. Phi:

32.10. Lé phi: 10.000 d¢6ng/hd so - Mién 18 phi cho nguoi thudc gia dinh c6 cong
v6i cach mang; nguoi thuoc ho ngheo; ngudi khuyet tat. (Theo quy dinh tai Quyet dinh
S0 44/2016/QDB-UBND ngay 20/12/2016 cua UBND tinh Thai Nguyén)

32.11. Thoi han giai quyét: 03 ngay lam viéc ké tr ngay nhan du ho so hop I¢;
trrong hop phai xac minh thi thoi han giai quyét khéng qua 23 ngay.

32.12. Pdi twong thuc hién thi tuc hanh chinh: Cong dan Viét Nam, Nguoi Viét
Nam dinh cu & nudc ngoai

32.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa
32.14. Co quan cé thAm quyén quyét dinh: Uy ban nhan dan cap x&

32.15. Pia chi tiép nhan ho so: Bo phan Tiép nhan va tra két qua tai Uy ban nhan
dan cap xa

32.16. Co quan ph0| hop: Uy ban nhan dan cap x& noi thuong tra trude day cua
nguoi yéu cau Cap Gidy xac nhan tinh trang hon nhéan (truong hop nguoi yéu cau da
thuong trd & nhiéu noi khac nhau).

32.17. Co quan dwoc iy quyén:

32.18. Két qua ciaa viéc thuc hién thi tuc hanh chinh: Gidy xac nhan tinh trang
hon nhan.

32.19. Yéu céu, diéu ki¢n thyc hign thi tuc hanh chinh: Truong hop yéu cau
xac nhan tinh trang hon nhan nham myc dich ket hon thi nguoi yéu cau phai dap ung du
dieu kién ket hon:

- Nam tir da 20 tudi tro 1én, nix tir ¢ 18 tuoi tro 1én;

- Viéc két hon do nam va nir tw nguyén quyét dinh;

- Khong bi mét nang lyc hanh vi dan su;

- Viéc két hon khdng thudc mot trong cac truong hop cam két hdn, gom:

+ Két hon gia tao, ly hén gia tao;

+ Tao hon, cudng ép két hon, lra dbi két hon, can tro két hon;

+ Nguoi dang c6 vo, c6 chdong ma két hon véi nguoi khac hodc chua co vo, chua
c6 chong ma két hon véi nguoi dang c6 chong, ¢b vo;

+ Két hon giita nhitg nguoi cing dong mau vé truc hé; gitra nhitng ngudi c6 ho
trong pham vi ba doi; gitra cha, me nudi véi con nubi; gitta nguoi da ting la cha, me
nudi vé&i con nudi, cha chong véi con dau, me vo vai con ré, cha duong véi con riéng
cua vo, me ké véi con riéng cua chang;

* Nha nuwoc khdng thira nhan hdn nhan gia nhitng nguoi cung gioi tinh.
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32.20. Cin cw phép ly cia TTHC:

PO , X Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh

60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Quéc Hoi
gpy 2015/Nb- Nghi dinh 123/2015/ND-CP 15-11-2015 Chinh phu
52/2014/QH13 | Luat 52/2014/QH]13 19-06-2014 Quéc Hoi
%£¥§020/TT- Thong tu 04/2020/TT-BTP 28-05-2020

Quy dinh t6 chirc thuc hién

mic thu, ché do thu, ndop, quan
44/2016/Qb- 1y va str dung 1€ phi ho tich va 20-12-2016 UBND tinh Théi
UBND 1€ phi cap ching minh nhan Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HQI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN
KINN QU oo,

Ho, Chit dém, tn NGUOT YBU CAU .........oveeeeieeeeeeeeeeee e,
DAN TOC: +.vveeeeeeeeeeeeeeeeeee e eeeeee et et et e eeet et et e e ee et et et e e st eeeneneens QUABC tiCh: v,
INOT CU T D) ettt ettt ettt ettt eet et en s ee e et
Quan hé véi nguoi dugce cap Giay xac nhan tinh trang hon NhAN: ...........cccevevveeeeeesieeeee,
Pé nghi cAp Gidy x4c nhan tinh trang hén nhin cho ngwoi c6 tén dwéi diy:
[ (o T o1 1 e £ 10 TR0 =T o Giagi tinh: ...
Ngay, thang, NAM SINN: .....oiiiii e nre e saeeeans
D0 T3 1T o SRR
DN EOC: e veeeeeeee et eeeeeeeeeeeee et e et et et et et et ettt et et et et et et et ettt ettt QUAC tiCh: e,
GIAY O TUY ThANT ettt e e ene.
INGT CU T ) ettt et ettt e et e et e et e e et et e eeeee e er et eeenens
NGNE NGNIEP: oottt ettt nees
Trong thoi gian cu tra tai ...t Ngay......thang.....nam...., dén ngay ....thang ....nam"......
TINh trang NON NNAND ...ttt
Muc dich sir dung Gidy xac nhan tinh trang hon Nhan: @ .......o.oovoeeeeeeeeee s
T6i cam doan nhitng ndi dung khai trén day la ding sy that va chiu trdch nhiém trudc phép
luat vé 1oi khai caa minh.
Lam tai-........... ,ngay ... thang ..... nam .........
Ngudi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Chu thich:

@ Truong hop cong dan Viét Nam cu trii trong nude thi ghi theo noi ding ky thuong trd, néu
khong c6 noi dang ky thuong tru thi ghi theo noi dang ky tam tra; truong hop khong c6 noi dang ky
thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh song.

Truong hop cong dan VN cu tri & nudc ngoai thi ghi theo dia chi thuong tra hodc tam tra &
nudc ngoai.

@) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chung minh nhan dan hodc gidy to hop 1€ thay
thé.

® Khai trong cac truong hop:

- COng dan Viét Nam dang cu trii & nwéc ngoai 6 yéu cau xac nhan tinh trang hdn nhan trong thoi gian cur trii &
nudc ngoai hoac trong thoi gian cu tra tai Viét Nam trude khi xuét canh;

- Nguoi dang ¢ volchong yéu cau xac nhan tinh trang hon nhan tir thoi diém du tudi diang ky két hon cho dén
trudc thoi diém dang ky két hon;

- Ngudi di qua nhidu noi thuong tri khac nhau thi phai ghi cu thé ting thoi diém thuong tr.

@ Péi voi cong dan Viét Nam cu tra ¢ trong nuéc thi ghi r6 tinh trang hon nhan hién tai: dang cé vo hosc
c6 chong; hoic chua ding ky két hdn 1an nao; hoic da dang ky két hon, nhung di ly hon hay nguoi kia da chét.
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33. Thi tuc dang ky lai khai sinh

33.1. Pon vi: UBND xa Tan Loi

- Ma thu tuc: 1.004884.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

33.2. Loai thii tuc: TTHC duoc ludt giao quy dinh chi tiét
33.3. Linh vwe: HoO tich

33.4. Trinh tw thuc hién:

- Trong thot han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc tu phap -
ho tich kiém tra, x4c minh hd so.

- Nguoi ¢o yéu cau dang ky lai khai sinh ndp hd so tai Uy ban nhan dan cap xi co
tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, d01 chiéu thong tin
trong To khai va tinh hop 1¢ cua glay td trong hd so do nguoi yéu cau ndp, xuit trinh.
- Néu ho so day du, hop 1€, nguoi tlep nhan ho so viét gidy tiép nhan, trong d6 ghi 15
ngay, gio tra két qua; néu ho so chua day du, hoan thién thi hudng dan nguoi ndp ho so
bd sung, hoan thién theo quy dinh; trudng hop khong thé bo sung, hoan thién ho so
ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu 15 loai gidy td, ndi dung can bd
sung, hoan thién, ky, ghi rd ho, chit dém tén clia ngudi tiép nhan.

- H6 so sau khi da dugc huéng dan theo quy dinh ma khong duge bo sung day du,
hoan thién thi nguoi tiép nhan tir chdi tiép nhan ho so. Viée tir chéi tiép nhan ho so phai
duoc thé hién bang van ban, trong d6 ghi rd 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho,
chir dém, tén.

Trudng hop viéc dang ky lai khai sinh dugc thyc hién tai Uy ban nhan dén cép x4
khong phai noi dang ky khai sinh trudce day thi cong chire tu phap — hg tich bao cao Chu
tich Uy ban nhan dan cap xd 6 van ban dé nghi Uy ban nhan dan cap xa noi ding ky
khai sinh trudc day kiém tra, xac minh vé viéc luu gifr s6 hd tich.

Trong thdi han 05 ngdy lam viéc, ké tir ngay nhan duoc vin ban dé nghi, Uy ban
nhan dan noi da dang ky khai sinh trudc day ti€én hanh ki€ém tra, x4c minh va tra 1o1
bang van ban vé vi¢c con luu gilt hodc khong luu gitt dugce s6 ho tich.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan dugc két qua xac minh vé viéc
khong con luu gitt duge s6 ho tich tai noi da dang ky khai sinh, néu thay viéc dang ky
lai khai sinh chinh xac, ding quy dinh phap luat, cong chirc tu phap - ho tich bao cao
Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan dong ¥ giai
quyét thi cong chirc tu phéap - ho tich ghi ndi dung khai sinh vao S6 dang ky khai sinh,
cung ngudi di ding ky lai khai sinh ky vao S6. Chu tich Uy ban nhan dan ky cap Giéy
khai sinh cho ngudi c6 yéu cau.

* Luuy:

+ Truong hop phap luat quy dinh xuat trinh glay t& khi dang ky ho tich, ngudi tiép
nhan c6 trach nhiém kiém tra gidy to xuat trinh, d6i chiéu voi thong tin trong To khai va
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tra lai cho nguoi Xudt trinh, khong dugc yéu cau nguoi dang ky ho tich nop thém ban
sao gidy to do. Nguoi tiép nhan co thé chup 01 ban gidy t& xuét trinh hodc ghi lai thong
tin cua gidy t& xuat trinh dé luu hd so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hé so ding ky ho tich theo
quy dinh cua phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich nop thém
gidy to ma phap luat hd tich khong quy dinh phai ndp.

+ Trudng hop ngudi yéu cau ndp gidy to la ban sao dugc cap tir s6 gdc hodc ban
sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu cau xuét
trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuét trinh ban chinh thi ngudi
tiép nhan ho so kiém tra, d6i chiéu ban chup v6i ban chinh va ky vao ban chup x4c nhan
vé viéc dd d6i chiéu noi dung gidy to do, khong dugc yéu cau nguoi di dang ky ndp ban
sao c6 chimg thuc gidy to do.

33.5. Céch thirc thyc hién:

- Nguoi ¢6 yéu cau dang ky lai khai sinh tryc tiép thuc hién hoic uy quyén cho
nguoi kKhac thyc hién viéc dang ky lai khai sinh;

- Nguoi thuc hién dang ky lai khai sinh c6 thé tryc tiép ndp ho so tai Uy ban nhéan
dan cap xa co tham quyen hoac gui ho so qua hé thong buu chinh.

33.6. Thanh phan ho so:

* Gidy tor phdi xudt trinh

- Ho chiéu hoic chitng minh nhan dan hoic the cdn cuGe ‘cﬁng dan hoac céc giay to
khac c6 dan anh va thong tin ca nhén do co quan c6 tham quyen cap, con gia tri sir dung
dé chirng minh vé nhan than cta nguoi c0 yéu cau dang ky lai khai sinh.

- Gidy to chimg minh noi cu tri dé xac dinh tham quyén dang ky lai khai sinh
(trong giai doan Co s& dir liéu quoc gia vé dan cu va Co s¢ du liéu hé tich dién tir toan
quoc chua dugc xay dung xong va thuc hién thong nhat trén toan quoc).

Truong hop gui hd so qua hé théng buu chinh thi phai gui kém theo ban sao c6
chung thuc cac giay to phai xuat trinh néu trén.

* Gidy to' phdi ngp

- To khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan cua nguoi yéu cau
vé viéc da dang ky khai sinh nhung khong luu gitt dugc ban chinh Giay khai sinh.

- Ban sao toan bg ho so, gidy to clia nguoi yéu cau hoac ho so, giay to, tai lieu
khac trong d6 c6 thong tin lién quan dén noi dung khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan ¢6 tham quyén cua Viét Nam cp (ban sao
dugc cong chung, ching thuc hop 1€, ban sao dugc cap tir S6 dang ky khai sinh).

+ Ban chinh hogc ban sao gidy to ¢ gia trj thay thé Gidy khai sinh dugc cép trudc
nam 1945 & mieén Bac va trudc nam 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong cé gidy to trén thi gidy to do co quan c6 tham
quyén cua Viét Nam cap hop Ié sau day 1a co sé dé xac dinh noi dung dang ky lai khai
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sinh: Gidy ching minh nhan dan, Thé can cudc cong dan hoac Ho chiéu; S6 ho khau,
S6 tam tra, glay t& chitng minh vé noi cu tra; Bang tét nghlep Gidy chung nhén, Ching
chi, Hoc ba, H6 so hoc tap do co quan dao tao, quan ly giao duc co tham quyén cap
hodc x4c nhan; Gidy to khéac cd thdng tin vé ho, chit dém, tén, ngay, thang, nim sinh
ctia c& nhan; Giay to chitng minh quan hé cha con, me con.

- Truong hop ngu’OI yéu cau dang ky khai sinh cam doan khong dtng su that, cd y
chi nop ban sao gidy to co loi dé dang ky khai sinh thi viéc dang ky khai sinh khong c6
giatri phap ly.

- Trudng hop nguoi yéu cau ding ky lai khai sinh 1a can bo, cong chic, vién chc,
nguoi dang cong tac trong luc luong vii trang thi phai c6 van ban xac nhan cua Thu
trudng co quan, don vi Vé viéc nhiing noi dung khai sinh cuia nguoi do goém ho, chir
dém, tén; gisi tinh; ngay, thang, nam sinh; dan toc; qudc tich; qué quan; quan hé cha -
con, me - con phi hop véi hd so do co quan, don vi dang quan 1y.

- Vin ban 1ty quyén theo quy dinh cua phap luat trong treong hop ty quyén thyc
hién viéc dang ky lai khai sinh. Truong hop nguoi dugc uy quyén la ong, ba, cha, me,
con, vg, chong, anh, chi, em rugt caa nguoi uy quyén thi van ban uy quyén khong phai
cong chang, ching thue, nhung phai co gidy to chitng minh méi quan hé véi nguoi uy

quyén.
33.7. Tén miu don, mau té khai hanh chinh: T khai dang ky lai khai sinh
33.8. S6 bd hd so: 01 b
33.9. Phi:

33.10. Lé phi: 7.000 ddng/hd so - Mién Ié phi cho nguoi thude gia dinh c6 cong
Vg’)’i cach mang; nguoi thuoc ho nghéo; nguoi khuyét tat. (Theo quy dinh tai Quyét dinh
S0 44/2016/QB-UBND ngay 20/12/2016 cia UBND tinh Thai Nguyén)

33.11. Thei han giai quyét: 05 ngay 1am viéc; truong hop phai xac minh thi thoi
han giai quyét khdng qué 25 ngay.

33.12. Péi twong thuc hién thia tuc hanh chinh: Cong dan Viét Nam
33.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa
33.14. Co quan c¢é tham quyén quyét dinh: Uy ban nhan dan cap x&

33.15. Pia chi tiép nhan ho so: Bo phan Tiép nhan va tra két qua tai Uy ban nhan
dan cap xa

33.16. Co’ quan phdi hep: Uy ban nhan dan x& Tan Loinoi nguoi yéu cau dang ky
lai khai sinh da dang ky khai sinh truGe déy trong truong hop thuc hién dang ky lai khai
sinh tai Uy ban nhan dan cap xa noi thuong tru.

33.17. Co quan dwoc @y quyén:
33.18. Két qua ciia viéc thuc hién thi tuc hanh chinh: Gidy khai sinh
33.19. Y&u céu, diéu kién thuc hién thi tuc hanh chinh:
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- Viéc khai sinh da duogc dang ky tai co quan co tham q,uyén cua Viét Nam trudce
ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay khai sinh déu bi mat.

- Nguoi ¢6 yéu cau con sbng tai thoi diém yéu cau dang ky lai.

33.20. Can cwr phap ly cia TTHC:

£, en L% Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh

60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Qudc Hoi
é2P3/2015/ND- Nghi dinh 123/2015/NDb-CP 15-11-2015 Chinh phu
%#E,OZO/TT_ Thong tu 04/2020/TT-BTP 28-05-2020

Quy dinh t6 chirc thuc hién

mirc thu, ché do thu, ndop, quan
44/2016/Qb- 1y va str dung 1€ phi ho tich va 20-12-2016 UBND tinh
UBND 1€ phi cap ching minh nhan Théai Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI SINH
KN QU Do

Ho, Chit dém, t&n NGUOT YEU CAU ......c..cvveeieieeieesseeeeeee st n st ss et
NOT CU T @) ettt ettt ettt en ettt n et en s

Quan hé vai nguoi dugC KNal SINN: ..o
Pé nghico quan ding ky lai khai sinh cho nguoi ¢é tén dwéi day:

Ho, CRit dmM, T8N .o a e nearne s
Ngay, thang, ndm sinh: ..........ccoccoviiiniiinire ghi bang ChIT: oo

INOT ST ettt ettt et ettt s et et ettt ee et er et e
(@ 0TI o[- oSSR
Ho, Chit dém, ten MO ME: ....oviiiiiiiiiiiee e
Nam sinh: @ oo, DAN tOC: v, QUAC HICN: oo
NOT CU T @ ettt ettt ettt ettt en ettt en s eennens
Ho, chit dém, tén nGWoi Cha: .......coiiiiiiii s
Nam sinh: @ DAN tOC: . .evveeerrennn. QUAC HICN: v
INOT CU T @ ettt ettt n ettt en e sennees
D3 dang ky khai sinh tai: @ oot
Gidy khai sinh s6: ... quyénsé .. ngay .../ ... R
To6i cam doan nhirng ndi dung khai trén day la dung sy that va da nop du céc gidy to hiencd. Toi
chiu trach nhiém trudc phap luat ve viéc cam doan ctia minh.
Lamtai: ... , NQAY ........... thang ......... nam .............

Ngudi yéu cau

(K, ghi 8 ho, chiz dém, tén)

Dé nghi cap ban sao®: C6 |:| Khong |:|
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Chd thich:

WGhi 13 tén co quan dang ky lai khai sinh

@) Ghi theo noi dang ky thuong tra; néu khong c6 noi dang ky thuong trd thi ghi theo noi
dang ky tam trt; truong hop khong cé noi dang ky thuong tra va noi dang ky tam trd thi ghi
theo noi dang sinh sbng.

@) Ghi thong tin vé& gidy to tly than cua ngudi di dang ky, ghi rd sb, co quan cap, ngay
cap ho chiéu, chiing minh nhén dan hodc gidy to hop 1€ thay the (Vi du: Chang minh nhan dan
) 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

D Truong hop sinh tai co sé y té thi ghi 1o tén co SOy té va dia chi co so y té do; truong
hop sinh ra ngoai co s¢ y té thi ghi dia danh ctia 03 cap hanh chinh (x&, huyén, tinh) noi sinh ra;
treong hop khong 16 noi sinh dy da thi chi ghi dia danh hanh chinh cép tinh.

®) Ghi day du ngay, thang sinh cua cha, me (néu co).

©) Ghi tén co quan da dang ky khai sinh trudc day.

() Chi khai trong trudng hop biét r6.

® P& nghij danh diu X vao 6néu c6 yéu ciu cip ban sao va ghi rd sé luong.
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34. Thi tuc diing ky khai sinh cho ngudi da c6 ho so, gidy to ca nhan

34.1. Pon vi: UBND xa Tan Loi

- Ma thu tuc: 1.004772.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

34.2. Loai thii tuc: TTHC duoc ludt giao quy dinh chi tiét

34.3 Linh vue: Ho tich

34.4. Trinh tw thuc hién:

- Nguoi ¢6 yéu cau diang ky khai sinh ndp hd so tai Uy ban nhan dan cép xi c6
tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hé so, d01 chiéu thong tin
trong To khai va tinh hop 1¢ cua glay td trong ho so do nguoi yéu cau ndp, xuat trinh.
- Néu ho so day du, hop 1¢, nguoi tlep nhan ho so viét gidy tiép nhan, trong d6 ghi 18
ngay, gio tra két qua; néu ho so chua day du, hoan thién thi hudng dan nguoi ndp ho so
bd sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan thién ho SO
ngay thi phai 1ap thanh vin ban huéng dan, trong d6 néu 10 loai gidy t0, ndi dung can bo
sung, hoan thién, ky, ghi rd ho, chit dém tén cua nguoi tiép nhan.

- Ho so dang ky khai sinh sau khi da dugc hudng dan theo quy dinh ma khong
duoc b sung day du, hoan thién thi ngudi tiép nhéan tir chdi tiép nhan hd so. Viéce tir
chéi tiép nhan ho so phai duoc thé hién bang van ban, trong d6 ghi 16 1y do tir chdi,
nguoi tiép nhan ky, ghi rd ho, chir dém, tén.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tlep nhan hd so, cong chirc tu phap -
ho tich kiém tra, x4c minh hd so. Trong truong hop can thiét, cong chuc tu phap - ho
tich bao cao Chu tich Uy ban nhan dan cap xa co van ban dé nghi Uy ban nhan dén cép
Xd noi cu tra trude day cua nguoi yéu cau dang ky lai khai sinh dé kiém tra, xc minh
vé viéc dang ky khai sinh va viéc luu giir s6 ho tich.

Trong thoi han 05 ngay lam vigce, ké tir ngdy nhan duoc van ban dé nghi, Uy ban
nhan dan cip x4 noi nguoi yéu cau dang ky khai sinh cu tra trudc day tién hanh kiém
tra, xac minh va tra 10i bang vin ban vé viéc ngudi yéu cau da dugc dang ky khai sinh
hay chua dugc dang ky khai sinh; viéc con luu gitt hodc khong luu gitr dugce s6 ho tich.
Trong thoi han 03 ngay lam viéc, ké tir ngdy nhan duoc két qua xac minh, néu thay hod
so dang ky khai sinh 1a day du, chinh xac, ding quy dinh phap luat, cong chirc tu phap -
ho tich bao cao Chu tich Uy ban nhan déan cip xi. Truong hop Chu tich Uy ban nhén
dan cép xi dong ¥ giai quyét thi cong chirc tu phap - ho tich ghi noi dung khai sinh vao
S6 dang ky khai sinh, cung nguoi di dang ky khai sinh ky tén vao S6. Chu tich Uy ban
nhan dan cép x4 cap Gidy khai sinh cho nguoi dugc diang ky khai sinh.

*Luu y:

+ Trudng hop nguoi yéu cau ndp gidy to la ban sao duoc cap tir s6 goc hodc ban
sao dugc ching thuc tur ban chinh thi nguoi tiép nhan hd so khong duge yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi ngudi
tiép nhan hod so kiém tra, d6i chiéu ban chup v&i ban chinh va ky vao ban chup xac nhan
vé viéc dd d6i chiéu nodi dung gidy to d6, khong duoc yéu cau nguoi di diang ky ndp ban
sao c6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh glay t& khi dang ky ho tich, ngudi tiép
nhan c6 trach nhiém kiém tra gidy to xudt trinh, d6i chiéu véi thong tin trong T khai va
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tra lai cho nguoi Xudt trinh, khong dugc yeu cau nguoi dang ky ho tich ndp thém ban
sao gidy to do. Nguoi tiép nhan co thé chup 01 ban gidy t& xuét trinh hodc ghi lai thong
tin cua gidy to Xuat trinh dé luu hd so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, du hd so dang ky ho tich theo
quy dinh cta phap luit ho tich, khong duoc yéu ciu ngudi ding ky ho tich ndp thém
gidy t& ma phap luat ho tich khong quy dinh phai nop.

34.5. Céch thirc thuc hién:

- Ngudi ¢6 yéu cau dang ky khai sinh tryuc tiép thyc hién hoic iy quyén cho nguoi
khac thuc hién viéc dang ky khai sinh;

- Nguoi thuc hién viéc dang ky khai sinh c6 thé truc tiép nop hd so tai Uy ban
nhan dan cap x& c6 tham quyén hozc giri ho so qua hé théng buu chinh.

34.6. Thanh phan ho so:

* Gidy tor phdi xudt trinh

- Ho chiéu hoac chitng minh nhan dan hoic thé can cudc cong dan hoic cac giay to
khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyeén cap, con gia tri sir dung
dé chimg minh vé nhan than cua ngudi ¢6 yéu cau dang ky khai sinh (gidy to tiy than).

- Gidy to chting minh noi cu tra dé xac dinh tham quyén dang ky khai sinh (trong
giai doan Co sé dir liéu qubc gia vé dan cu va Co so dir liéu ho tich dién tir todn québc
chua dugc xay dung xong va thuc hién thong nhét trén toan qudc).

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban sao c6
chtng thuc céc gidy to phai xuét trinh néu trén.

* Gidy to phdi ngp

- To khai dang ky khai sinh theo mau.

- Vin ban cam doan ctia ngudi Yeu cau vé viéc chua dugc ding ky khai sinh.

- Ban sao toan bo ho so, gidy to ciia ngudi yéu cau hoic ho so, gidy to, tai lidu
khac trong d6 c6 thong tin lién quan dén noi dung khai sinh, gom: Giay chang minh
nhan dén, Th¢ can cudc cong dan hoac Ho chiéu; S6 ho khau, S6 tam trd, gidy to ching
minh vé noi cu tri; Bang tét nghiép, Giy ching nhéan, Chang chi, Hoc ba, Ho so hoc
tap do co quan dao tao, quan ly gido duc c6 tham quyén cdp hoic xac nhan: Glay to
khac c6 théng tin vé ho, chit dém, tén, ngdy, thang, nim sinh cua c& nhan; Gidy to
ching minh quan hé cha con, me con.

- Truong hop ngudi yéu cau dang ky khai sinh 13 can bo, cong chuc, vién chic,
nguoi dang cong tac trong luc luong vl trang thi phai ¢c6 van ban xac nhan cua Thu
truong co quan, don vi vé viéc nhitng ndi dung khai sinh cua ngudi do6 gom ho, chix
dém, tén; gisi tinh; ngay, thang, nim sinh; dan toc; qudc tich; qué quan; quan hé cha -
con, me - con pht hop véi hd so do co quan, don vi dang quan ly.

- Van ban uy quyén theo quy dinh caa phap luat trong truong hop uy quyén thuc
hién viéc dang ky khai sinh. Truong hop nguoi dugc uy quyén 12 6 ong, ba, cha, me, con,
v, chong, anh, chi, em rudt cia nguoi uy quyen thi van ban uy quyén khong phai cong
chang, ching thue, nhung phai c6 giay to chitng minh méi quan hé véi nguoi ty quyén.

34.7. Tén miu don, miu té khai hanh chinh: T¢ khai ding ky khai sinh

34.8. S6 b hd so: 01 bo
34.9. Phi:
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34.10. L& phi: 7.000 dong/hd so - Mién I¢ phi cho nguoi thudc gia dinh c6 cong
véi cach mang; ngudi thudc ho nghéo; ngudi khuyét tat. (Theo quy dinh tai Quyét dinh
s6 44/2016/QD-UBND ngay 20/12/2016 ciia UBND tinh Thai Nguyén)

34.11. Thai han giai quyét: 05 ngay 1am viéc; trudng hop phai xac minh thi thoi
han giai quyét khéng qua 25 ngay.
34.12. Poi twong thuc hign thi tuc hanh chinh: Cong dan Viét Nam

34.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan x&

34.14. Co quan c¢é tham quyén quyét dinh: Uy ban nhan dan cap xa

34.15. Pja chi tiép nhan hé so: Bo phan tiép nhan va tra két qua UBND x4

34.16. Co’ quan phdi hop:

34.17. Co quan dwoc iy quyén:

34.18. Két qua cia viéc thuc hién thi tuc hanh chinh: Gidy khai sinh

34.19. Yéu cau, diéu kién thwc hién thi tuc hanh chinh:

CoOng dan Viét Nam cu tru trong nudc, sinh trude ngay 01/01/2016, chua duoc
dang ky khai sinh, c6 ho so, gidy to ca nhan (ban chinh hoic ban sao duoc chiing thuc
hop 1&) nhu: gidy to thy than; S6 ho khau; S6 tam trd; gidy to khac do co quan nha nuéc
c6 tham quyén cua Viét Nam cap.

34.20. Can cwr phap ly cia TTHC:

ISP , & Ngay ban Co quan ban
So ky hi¢u Trich yéu hanh hanh

60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Quéc Hoi
é2P3/2015/NB_ Nghi dinh 123/2015/ND-CP 15-11-2015 Chinh phu
gz#/gozo/ T | Thong tr 04/2020/TT-BTP | 28-05-2020

Quy dinh t6 chire thue hién

muc thu, ché do thu, ndp, quan
44/2016/Qb- 1y va st dung 1€ phi hg tich va 20-12-2016 UBND tinh Thai
UBND 1€ phi cap ching minh nhan Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH

Quan hé vai nguoi dugC KNal SINN: .o
Pé nghico quan d:ing ky khai sinh cho nguoi dudi day:

HO, Chilt @@, TEN: ..o e et e et et e e e e teeeeenneanee e
Ngay, thang, nam sinh: ............ccccoeeviiviieeieecieee. ghi BANG ChIT: .o

INOT ST @ ettt ettt ettt ettt ettt et s et et et e et e et et e e enees
QUE QUAN: .ttt sttt etttk b et et e e st e Rt e bt bt e b e s he e be ke e e e e Rt e st e R et e re e e
Ho, Chilt d@my, t8N MGUOT MIE ...
NAM SINh: @ DAN tOC:...vrveeererieenns QUAC tiCh: oo
INOT CU T @ ettt ettt ettt et et e e et ee e e et eeee et ee et et en s e e eeen e e eeeeas
Ho, Chir dém, ten NGt CHa ...
NAm Sinh: @ e, LTI o QUAC tCh: e,
INOT CU T @) ettt et et et et et et et et et ettt ettt et et es e e et et es et esesesenesesareseeanes
Téi cam doan ndi dung dé nghi dang ky khai sinh trén ddy 1a dung su that, duoc su thoa thuan
nhat tri cua cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.

Lamtai: ......................... , NQAY ........... thang ......... nam ..............

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Deé nghi c4p ban sao®: €6 |:|, Khéng |:|
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Chu thich:

YGhi 15 tén co quan ding ky khai sinh.

@) Ghi theo noi dang ky thuong tra; néu khong c6 noi dang ky thuong trd thi ghi theo noi
dang ky tam tra; treong hop khoéng co noi dang ky thuong tra va noi dang ky tam tra thi ghi
theo noi dang sinh sbng.

®) Ghi thong tin v& giy to tily than cua nguoi di dang ky, ghi 16 s8, co quan cap, ngay
cap ho chiéu, chizng minh nhan dan hoic giy to hop 1é thay thé (Vi du: Chitng minh nhan dan
s6 001089123 do CAng an thanh ph Ha Noi cap ngay 20/10/2014).
® Trudng hop sinh tai co so'y té thi ghi rd tén co s¢' y té va va dia chi tru s¢ co so'y té do.

Vi du:- Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha Noi

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s& Y té thi ghi dia danh cua 03 cap hanh chinh (xa, huyén,
tinh), noi sinh ra.

Vi dy: x3 Binh Bang, huyén Tir Son, tinh Bac Ninh.

®) Ghi day du ngay, thang sinh cua cha, me (néu co).

© P& nghi danh dau X vao 8 néu cé yéu cau cap ban sao va ghi rd sé luong..



135

CONG HOA XA HOQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

BAN CAM DOAN
KINh QUi O e,

Ho, Chit d@€m, TEN: ... s

Ngay, thang, nam SINN: ..o

T6i xin chiu trach nhiém trudc phap luat vé noi dung da cam doan néu trén.
Lam tai .oooevevecicec , ngay .... thang ... nam .........

Nguwoi cam doan
(ky va ghi r6 ho, chir dém, tén)
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35. Thii tuc ding ky lai két hon

35.1 Pon vi: UBND x& Téan Loi

- Ma thu tuc: 1.004746.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

35.2. Loai thii tuc: TTHC duoc ludt giao quy dinh chi tiét
35.3. Linh vwe: Ho tich

35.4. Trinh tw thuc hién:

- Ngudi ¢ yéu cau dang ky lai két hon nop ho so tai Uy ban nhan dan xa Tan
Loicé tham quyén.

- Nguol tiép nhan co trach nhiém klem tra ngay toan bo ho so, xac dinh tinh hop 18
cua giay to trong hd so do ngudi yeu cau nop, xuat trinh; ddi chiéu théng tin trong To
khai véi gidy to trong hd so.

- Néu hd so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi
rd ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan ngudi nop ho
so bo sung, hoan thién theo quy dinh; truong hop khdng thé bo sung, hoan thién ho so
ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd loai giay to, noi dung can bo
sung, hoan thién, ky, ghi rd ho, chit dém tén caa nguoi tiép nhan.

- H6 so sau khi da dugce huéng dan ma khong dugc b sung day du, hoan thién thi
nguoi tieép nhan tir choi tiep nhan ho so va lap van ban tr choi tiep nhan ho so, trong do
ghi rd ly do tu choi, ky, ghi rd ho, chir dém, tén cua ngudi ticp nhan.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chire tu phap -
ho tich kiém tra, xa4c minh hd so.

Truong hop viéc ding ky lai két hdn thuc hién tai Uy ban nhan dan xa Tan
Loikhong phai noi di dang ky két hon trude ddy thi cong chire tu phap - ho tich bao cao
Chu tich Uy ban nhan dan c6 van ban dé nghi Uy ban nhan dan noi ding ky két hon
trude day kiém tra, xac minh vé viéc luu giit s6 ho tich tai dia phuong.

Trong thoi han 05 ngay 1am viéc, ké tir ngay nhan duoc van ban dé nghi, Uy ban
nhan dan noi da dang ky két hon trude day tien hanh kiém tra, xac minh va tra o1 bang
van ban vé viéc con luu gitr hodc khong luu gitt dugc so6 ho tich.

- Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan duoc két qua xac minh vé viéc
khong con luu giit dugc s6 ho tich tai noi di diang ky két hon, néu thay hd so day du,
chinh xac, dung quy dinh phép luat thi cong chire tu phap - ho tich béo céo Chu tich Uy
ban nhan dan cip x& Tan Loi. Truong hop Chu tich Uy ban nhan dan xa Tan Loidong y
giai quyét thi cong chirc tu phap — ho tich ghi viéc két hdn vao So6 dang ky két hon,
cuing hai bén nam, nir ky tén vao S6; hai bén nam, nit cling ky vao Gidy chiing nhan két
hén; Chu tich Uy ban nhan dan x& Tan Loitd chic trao Giay chiing nhan két hon cho
hai bén nam, ni.
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*Luuy:

+ Truong hop phap luat quy dinh Xuat trinh glay to khi ddng ky ho tich, nguoi tiép
nhan co trach nhiém klem tra gidy to Xuat trinh, dol chiéu véi thong tin trong T khai va
tra lai cho nguoi XUt trinh, khong duoc yéu cau ngudi dang ky ho tich nop thém ban
sao giay to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuét trinh hoic ghi lai théng
tin caa gidy to xuat trinh dé luu hd so.

+ Ngudi tiép nhan cd trach nhiém tiép nhan dung, du hd so dang ky ho tich theo
quy dinh cua phap luat hg tich, khong duoc yéu cau ngudi dang ky ho tich nop thém
gidy to ma phap luat ho tich khong quy dinh phai nop.

+ Truong hop nguoi yéu cau nop gidy to 12 ban sao dugc cip tir s6 goc hoac ban
sao duoc chung thuc tir ban chinh thi ngudi tiép nhan hd so khong duoc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi ngudoi
tiép nhan hd so kiém tra, di chiéu ban chup vai ban chinh va ky vao ban chup xac nhan
vé viéc da dbi chiéu noi dung gidy to do, khéng duoc yéu cau ngudi di dang ky nop ban
sao ¢6 chirng thuc gidy to do.

35.5. Céch thirc thuc hién: Nguoi c6 yéu cau ding ky lai két hon truc tiép nop ho
so tai Uy ban nhan dan cap xa c6 tham quyeén (bén nam hoac bén nit c6 thé truc tiép nop
ho so ma khong can ¢ van ban ty quyén cia bén con lai).

35.6. Thanh phan ho so:
* Gidy tor phdi xudt trinh
- Ho chiéu hoac chitng minh nhan dan hoic thé can cudc cong dan hoic cac giay to

khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyeén cap, con gia tri sir dung
dé chirng minh vé nhan than cta ngudi cO yéu cau dang ky lai két hon.,

- Giay to chimg minh noi cu tri dé xac dinh tham quyén trong trudng hop viéc
dang ky lai két hon thyc hién tai Uy ban nhan dan xa Tan Loikhong phai 1a noi dang ky
két hon trude day (trong giai doan Co s¢ dit liéu qudc gia vé dan cu va Co so dir liéu ho
tich dién tir toan qudc chua duoc xay dung xong va thuc hién thdng nhat trén toan
qudc).

* Gidy to phdi ngp

- To khai dang ky lai két hon theo mau;

~ - Ban sao Gidy chang nhan két hon duoc cap truée day. Neu khong c¢d ban sao
Giay chang nhan ket hon thi nop ban sao ho so, giay to ca nhan co cac thong tin lién
quan den noi dung dang ky ket hon.

35.7. Tén miu don, miu té khai hanh chinh: To khai dang ky lai két hon

35.8. S6 bd ho so: 01 bo

35.9. Phi:

35.10 Lé phi: 25.000 ¢dng/hé so - Mién I¢ phi cho nguoi thudce gia dinh c6 cong
v6i cach mang; nguoi thuoc ho ngheo; ngudi khuyet tat. (Theo quy dinh tai Quyet dinh
S0 44/2016/QB-UBND ngay 20/12/2016 cia UBND tinh Thai Nguyén)
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35.11. Thoi han giai quyét: 05 ngay 1am viéc; truong hop phai xac minh thi thoi
han giai quyét khdng qué 25 ngay.
35.12. Pdi tweng thuc hién thia tuc hanh chinh: Cong dan Viét Nam
35.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cap xa
35.14. Co quan c¢é tham quyén quyét dinh: Uy ban nhan dan cap xa

35.15. Dia chi tiép nhan ho so: B phan Tiép nhan va tra két qua tai Uy ban nhéan
dan cap xa

35.16. Co quan phoi hop:

35.17. Co quan dwoc @ty quyén:

35.18. Két qua cia viéc thuc hién thi tuc hanh chinh: Gidy chang nhan két hon
35.19. Yéu cau, diéu kién thwc hién thi tuc hanh chinh:

- Viéc két hon da dugc dang ky tai co quan co tham quyén cua Viét Nam trudc
ngay 01/01/2016 nhung S0 dang ky ket hdn va ban chinh Giay chung nhan ket hon déu
bi mat;

- Nguoi yéu cau ding ky lai két hon con séng vao thoi diém yéu cau ding ky lai
két hon.

35.20. Cian cwr phap ly cia TTHC:

Ngay ban Co quan ban

S0 ky hi¢u Trich yéu hanh hanh
60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Quéc Hoi
é2p3/20 15/ND- Nghi dinh 123/2015/ND-CP 15-11-2015 Chinh phu
gth/ﬁozo/ T | Theng tu 04/2020/TT-BTP 28-05-2020

Quy dinh t6 chire thue hién

muc thu, ché do thu, ndp, quan
44/2016/Qb- 1y va st dung 1€ phi hg tich va 20-12-2016 UBND tinh
UBND 1€ phi cap ching minh nhan Théai Nguyén

dan trén dia ban tinh Thai
Nguyén
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KET HON

KINA QU Do

Ho, Chit dém, tN MEUOT YEU CAU ............ooooooseeeeoeeeee oot
NOT CU T @ oot

Pé nghico quan ding ky lai két hon theo ndi dung dwéi day:

Ho, CRit d@m, TEN CTHA VIO': ...
Ngay, thang, NAM SINN: ..o
DAN LOC: oovvvorreeesseereeeseessseereesesess e (T T 1) 2 A

NOL CU T ) i

Ho, Chit @M, T8N CHA CRONG: ..ot
Ngay, thAng, NAM SINN: oo
DANtOC: w.oooooeeceeeeeeeeceee e QUOC TICN: .o

NOL U D i,

......................................... NQAY ... thANG ........ . NEM e
Theo Gidy chiang nhan két honsé: © ... ,QUYEN s8: ®
T6i cam doan nhirng noi dung khai trén day la dang su that va chiu trdch nhiém trudgc phép
luat vé cam doan ctia minh.
Lamtai: ....................... , NQAy........... thang....... nAM ..............
Nguwoi yéu cau
(Ky, ghi rd ho, chir @ém, tén)

D& nghi cap ban sao'®: 6 D, Khoéng D
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Chu thich:

@ Ghi rd tén co quan dang ky lai két hon.

@) Ghi theo noi ding ky thuong tri; néu khong c6 noi dang ky thudng trd thi ghi theo noi dang
Ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang
sinh séng.

®Ghi théng tin v& gidy to tay than nhu: ho chiéu, chirng minh nhan dan hoac gidy to hop 18 thay
thé (vi du: Chang minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2004).

“ Ghi 5 tén co quan di dang ky két hon trude day.

©®) Chi khai trong truong hop biét rd.

©) P& nghi danh dau X vao 8 néu cé yéu cau cp ban sao va ghi rd sb luong.

36. Thi tuc dang ky lai khai tir



141

36.1. Pon vi: UBND x& Tan Loi

- Ma thu tuc: 1.005461.000.00.00.H55

- S6 quyét dinh: 3129/QD-UBND.

36.2. Loai thu tuc: TTHC dugc luat giao quy dinh chi tiét
36.3. Linh vuc:HO tich

36.4. Trinh tw thuc hién:

- Nguoi ¢6 yéu cau ding ky lai khai tir nop ho so tai Uy ban nhan déan cap xa c¢d
tham quyen.

- Nguoi tiép nhan ¢d trach nhiém kieém tra ngay toan b6 ho so, doi chiéu thang tin
trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi Yéu cau nop, xuat trinh.

- Néu hd so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi
rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng din ngudi nop hd
so bo sung, hoan thién theo quy dinh; trudng hop khong thé bo sung, hoan thién hd so
ngay thi phai lap thanh vian ban huéng dan, trong d6 néu 13 loai giay to, noi dung can bo
sung, hoan thién, ky, ghi ré ho, chir dém, tén caa nguoi tiép nhan.

- HO so sau khi da duoc hudng dan ma khong duoc bo sung day du, hoan thién thi
ngudi tiep nhan tir choi tiep nhan ho so va 18p van ban tir choi tiep nhan ho so, trong do
ghi rd ly do tur choi, ky, ghi rd ho, chir dém, tén cua ngudi ticp nhan.

- Ngay sau khi tiép nhan ho so, néu thay thong tin khai tir day du va phi hop, cong
chtrc tu phap - ho tich béo céo Chu tich Uy ban nhan dan cip xa. Truong hop Chu tich
Uy ban nhan dan cap xa dong y giai quyét thi céng chire tu phap - ho tich ghi vao Sb
dang ky khai tir, cung nguoi di dang ky khai tir ky vao S6. Chu tich Uy ban nhan dan
cap xa ky cap Trich luc khai tr cho nguoi di ding ky khai tu,

* Luuy:

+ Truong hop phap luat quy dinh Xuat trinh glay to khi ddng ky ho tich, nguoi tiép
nhan co trach nhiém klem tra gidy to Xuat trinh, dol chiéu véi thong tin trong T khai va
tra lai cho nguoi xuat trinh, khong dugc yéu cau ngudi dang ky ho tich nop thém ban
sao gidy to do. Nguoi tiép nhan co thé chup 01 ban gidy to xuat trinh hoic ghi lai théng
tin caa giay to xuat trinh dé luu ho so.

+ Nguoi tiép nhan ¢6 trach nhigm tiép nhan ding, du ho so dang ky ho tich theo
quy dinh cua phép luat ho tich, khong duoc yéu cau nguoi dang ky ho tich nop thém
giay to ma phap luat ho tich khong quy dinh phai nop.

+ Truong hop nguoi yéu cau nop gidy to 1a ban sao duoc cap tir s6 goc hodc ban
sao dugc chiing thuc tir ban chinh thi nguoi tiép nhan hd so khéng duoc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
tiép nhan hé so kiém tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc da dbi chiéu noi dung gidy to do, khéng dugc yéu cau ngudi di dang ky nop ban
sao ¢ chang thuc gidy to do.

36.5. Cach thirc thuc hién:
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- Nguoi ¢6 yéu cau dang ky lai khai tir truc tiép thuc hién hoic uy quyén cho ngudi
khac thuc hién viéc dang ky lai khai tir

- Ngudi thyc hién viée ding ky lai khai tir ¢6 thé nop ho so truc tiép tai Uy ban
nhan dan xa Tan Loico tham quyen hoac gui ho so qua hé thong buu chinh.

36.3 Thanh phan hd so:
* Gidy to phdi xudt trinh
- Ho chiéu hoic chitng minh nhan dan hoic thé can cude cdng dan hoic cac gidy to

khac c6 dan anh va thong tin c4 nhan do co quan ¢ tham quyén cap, con gia tri sir dung
dé chirng minh vé nhan than cia ngudi cO yéu cau dang ky lai khai tur;

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban sao c6
chting thuc gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp
- To khai dang ky lai khai tir theo mau;

- Ban sao Giay chuang tu trude day dugc cap hop I¢. Neu khong c6 ban sao Giay
chung tur trude day dugc cap hop Ié thi nop ban sao ho so, gidy to lién quan c6 noi dung
chtrng minh su kién chét.

- Vin ban 1ty quyén theo quy dinh cua phap luat trong trudng hop ty quyen thyc
hién viéc dang ky lai khai tir. Truong hop nguoi duoc uy quyén 1a ong, ba, cha, me,
con, vg, chong, anh, chi, em rudt caa ngudi uy quyén thi van ban uy quyén khong phai
cong ching, ching thuc, nhung phai €6 gidy to chtitng minh méi quan hé véi nguoi uy

quyén.
36.7. Tén mau don, miu to khai hanh chinh: To khai ding ky lai khai tir
36.8. S6 bd hd so: 01 bo
36.9. Phi:

36.10. L& phi: 7.000 dong/hd so - Mién 1é phi cho nguoi thude gia dinh c6 cong
v6i cach mang; nguoi thuoc ho ngheo; ngudi khuyet tat. (Theo quy dinh tai Quyet dinh
S0 44/2016/QD-UBND ngay 20/12/2016 cua UBND tinh Thai Nguyén)

36.11. Thoi han giai quyét: 05 ngdy lam viéc. Truong hop can xac minh thi thoi
han giai quyét khong qué 10 ngay lam viéc.

36.12. Pdi twong thuc hién thia tuc hanh chinh: Cong dan Viét Nam

36.13. Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa

36.14. Co quan cé tham quyén quyét dinh: Uy ban nhan dan cap x&

36.15. Dia chi tiép nhan ho so: B phan Tiép nhan va tra két qua tai Uy ban nhén
dan cap xa.

36.16. Co’ quan phdi hep: Khong

36.17. Co quan dwoc @y quyén:

36.18. Két qua caa viéc thuc hién thia tuc hanh chinh: Trich luc khai ter
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36.19. Yéu chu, diéu kién thuc hién thii tuc hanh chinh: Viéc khai tir da duoc
dang ky tai co quan co tham quyén cua Vié;t Nam trude ngay 01/01/2016 nhung S6
dang ky khai tir va ban chinh Giay ching tir déu bi mat.

36.20. Can cwr phap ly cia TTHC:

£, en & Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh

Luat Ludt Ho tich 20-11-2014 | Quéc Héi
60/2014/QH13 Hat HoH Hoe e
Nghi Quy dinh chi tiét mot s6
dinh123/2015/ND | diéu va bi¢n phap thi hanh 15-11-2015 Chinh phu
-CP Luat Ho tich
04/2020/TT-BTP | Thong tu 04/2020/TT-BTP | 28-05-2020

Quy dinh to ,Chl:YC thuc hién

murc thu, ché do thu, nop,
44/2016/Qb- quan 1y va st dung 1¢ phi hg 20-12-2016 UBND tinh
UBND tich va 1€ phi cap chung Thai Nguyén

minh nhan dan trén dia ban
tinh Thai Nguyén

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phac
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TO KHAI PANG KY LAl KHAI TU

KN QU @ e

Ho, Chit dém, t1 MEUOT YEU CAU: .....ooooocoeeseeeeeeeeeseees e eeeeeseseesseeees e eee oo

QUAN NE VOT NEUIT A8 CHEE. ...oooeoeeeeseeeeeee oot
Pé nghi co quanding ky lai khai tir cho nguoi cé tén dwéi day:

HOQ, CNTE d@M, TEN: .ot
Ngay, thang, NAM SINN: ..o
Gidi tinh: e, DAN tOC: v e, QUABC tICN: oo

Pa chét vao 14C: ..o S[[ R— phit, Ngay ... thang ... NAM ..o
LS 1R 1L

NGUYEN NNAN CREE™ et et teesees weestesseeseessees osteessosseeses
D3 dang ky khai ttrtai: ©.... ngay .......... thang .......... NAM ........ccc.......
Gidy chung ta/Trich luc khai tersé: © .., Lquyénséd: @

T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém truéc phap
luat vé cam doan cua minh.

Lam tai: .o ngay ... thang ......... nam ...
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Deé nghi cip ban sao”: Cé D, Khéng D

Chu thich:
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WGhi 13 tén co quan dang ky lai khai ti.

@) Ghi theo noi dang ky thuong tr; néu khong c6 noi dang ky thuong trd thi ghi theo noi ding
Ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang
sinh sdng.

®) Ghi thong tin v& gidy to tuy than nhu: ho chiéu, chung minh nhan dan hodc gidy to hop 1é
thay thé (vi du: Chiing minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2004).

“Truong hop chua xac dinh dugc thi dé tréng.

®) Ghi 13 tén co quan da dang ky khai tu trude day.

®) Chi khai trong truong hop biét rd.

(P& nghi danh ddu X vao & néu c6 yéu cau cap ban sao va ghi rd sé luong.

37. Thi tuc cp ban sao trich luc hd tich
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37.1. Pon vi: UBND x& Tan Loi
- Ma tha tuc: 2.000635.000.00.00.H55
- S6 quyét dinh: 3129/QD-UBND.

37.2. Loai thu tuc: TTHC khong duoc luat giao cho dia phuong quy dinh hodc
quy dinh chi tiét

37.3. Linh vuc: Ho tich
37.4. Trinh ty thyc hién

Nguoi ¢6 yéu cau cap ban sao trich luc h¢ tich nop ho so tai Co quan quan ly Co
so dir liéu ho tich c6 tham quyén. Trudng hop co quan, to chirc <o thAm quyén dé nghi
cip ban sao trich luc ho tich cta ca nhan thi gii van ban yéu cau néu rd 1y do cho Co
quan quan ly Co s¢ dir liéu hd tich.

Nguoi tiép nhan c6 trach nhiém kiém tra, di chiéu thong tin trong To khai va tinh
hop 1€ cua gidy to do nguoi yéu cau xuat trinh hodc ndp.

Néu ho so day du, hop 1€, nguoi tiép nhan hd so viét gidy tiép nhan, trong d6 ghi o
ngay, gio tra két qua; néu ho so chua day du, hoan thién thi hudng dan nguoi ndp ho so
bd sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan thién ho SO
ngay thi phai 1ap thanh vin ban huéng dan, trong d6 néu 15 loai gidy t0, noi dung can bo
sung, hoan thién, ky, ghi 1 ho, chit dém, tén ctia ngudi tiép nhan.

Hb so yéu cau cip ban sao trich luc sau khi da dugc huéng din theo quy dinh ma
khong duoc bd sung day du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan hd so. Viéc
tir chdi tiép nhan ho so phai dugc thé hién bang van ban, trong d6 ghi rd 1y do tir chdi,
nguoi tiép nhan ky, ghi rd ho, chir dém, tén.

Ngay sau khi tiép nhan ho so, néu thdy hd so day du va phu hop, cong chirc 1am
cong tac ho tich can ctr vao Co s¢ dir li¢u ho tich, ghi ndi1 dung ban sao trich luc ho tich,
bdo cao Thu trudng co quan quan 1y co s& dit liu ho tich ky cap ban sao trich luc ho
tich cho nguo1 yéu cau.

Luu y:

Truong hop ngudi yéu cau ndp gidy to 1a ban sao dugc cip tir s6 gdc hodc ban sao
dugc chimg thyc tir ban chinh thi ngudi tiép nhén ho so khong duoc yéu cau xuat trinh
ban chinh; néu nguoi yeu cau chi ndp ban chup va xut trinh ban chinh thi nguoi tlep
nhan ho so kiém tra, doi chleu ban chup v6i ban chinh va ky vao ban chup xac nhén veé

viéc da doi chiéu noi dung gidy to do, khong dugc yéu cau ngudi di dang ky ndp ban
sao cO chung thuc gidy to do.

Truong hop phap luat quy dinh Xuat trinh g1ay to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém k1em tra gidy to xuat trinh, d01 chiéu voi thong tin trong To khai va
tra lai cho nguoi Xudt trinh, khong dugc yéu cau nguoi dang ky ho tich nop thém ban
sao gidy to do. Nguoi tiép nhan co thé chup 01 ban gidy t& xuét trinh hodc ghi lai thong
tin cua gidy t& xuat trinh dé luu hd so.
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Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hé so dang ky ho tich theo quy
dinh cua phap luat ho tich, khéng dugc yéu cau nguoi ding ky ho tich ndp thém gidy to
ma phap luat ho tich khong quy dinh phai nop.

37.5. Cach thirc thyuce hién:

+ Ngudi ¢o yéu cu cip ban sao trich luc h tich truc tiép thuc hién hodc ty quyén
cho nguo1 khac thuc hién yé€u cau cap ban sao trich luc ho tich;

+ Nguoi thuc hién yéu cau cép ban sao trich luc ho tich co thé truc tiép ndp hd so
tai BO phan tiép nhan va tra két qua cia UBND cap Xa@ c6 tham quyén hoac gui ho so,
van ban y€u cau qua hé thong buu chinh.

37.6. Thanh phan ho so:

+ T khai cap ban sao trich luc ho tich theo mau dbi véi truong hop ngudi yéu cau
la c& nhan.

+ Vin ban yéu cau cdp ban sao trich luc ho tich néu rd 1y do trong truong hop
nguoi yéu cau la co quan, to chuec.

+ Van ban uy quyén theo quy dinh ctia phap luat trong trudng hop uy quyén thuc
hién yéu cau cap ban sao trich luc ho tich. Trudng hop ngudi dugc uy quyén la 6ng, ba,
cha, me, con, vg, chong, anh, chi, em rudt cia nguoi uy quyén thi vin ban uy quyén
khong phai cong chimg, ching thue, nhung phai c6 gidy to ching minh mdi quan hé voi
nguoi Uy quyeén.

+ Gidy to phai Xuét trinh: HO chiéu hodc chimg minh nhan dan hodc thé cin cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co quan co tharn
quyén cap, con gia trj sit dung dé chimg minh vé nhan than cta ngudi co yéu cau cip
ban sao trich luc ho tich. Truong hop gui ho so qua hé théng buu chinh thi phai giri kém
theo ban sao c6 chung thuc gidy t& phai xuat trinh néu trén.

37.7. SO lwong ho so: 01 bd

37.8. Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; truong hop nhan hd
so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép
theo.

37.9. Péi twong thue hién thii tuc hanh chinh: Cong dan Viét Nam.
37.10. Co quan thuc hién thi tuc hanh chinh: UBND cap x4
37.11. Két qua thue hién thii tuc hanh chinh: Ban sao trich luc hé tich

37.12. Lé phi:,S.OOO déng/bém sao Trich luc/su kién ho tich da dang ky (Theo quy
dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta BS Tai chinh)

37.13. Mau don, miu to khai: To khai cép ban sao trich luc ho tich

37.14. Pia chi tiép nhan hd so: Bo phan tiép nhan va tra két qua UBND cép xa
37.15. Co quan dwoc ity quyén:

3.16. Co quan phéi hop:
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37.17. Yéu céu, diéu kién thuc hién:

37.15. Can cu phap ly:

£, en L% Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh
60/2014/QH13 | Luat 60/2014/QH13 20-11-2014 Qudc Hoi
(1:2P3/2015/ND_ Nghi dinh 123/2015/ND-CP 15-11-2015 Chinh phu
quy dinh mac thu, ché d6 thu,
’ ndp, quan ly va st dung phi
Thong tu s6 khai thac, st dung thong tin
281/2016/TT- | trong co so dit liéu ho tich, phi | 14-11-2016 B0 Tai chinh
BTC xac nhan cé quoc tich Viét
Nam, phi xac nhan la nguoi
gbc Viet Nam, 1€ phi quoc tich
8BE:|%019/TT— Thong tu 85/2019/TT-BTC 29-11-2019
04/2020/TT- Thong tu 04/2020/TT-BTP 28-05-2020

BTP
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CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

. TO KHAI
CAP BAN SAO TRICH LUC HO TICH

IR QU Do

Ho, Chit dém, t&n NGUOT YEU CAU: ......c..cvvveieieeieeesceeeee et ss e senesens

NI CU T @ oo e,

Quan hé véi ngudi duoc cap ban sao Trich Tuc ho tiCh: ...

Pé nghi co quan cdp bansaotrichluc ...,
cho nguoi c6 tén duwdi day:

Ho, Chit d@mM, TBN: oo e srae s
Ngay, thang, NAM SINN:......ooiiii e
GiGi tinh: e DAN tOC: wevvveeeeeeeeeereraanns QUAC HICN: oo

N O CU T ) oo e i,

S6 dinh danh ca NhAN (NEU CO): vuvvuvvereevrereceeeeieeesseetes et s sttt enee s

b3 dang ky tai: ©

T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém truéc phap
luat vé cam doan cua minh

Lam tai: .o , hgay ... thang ..... nam ..........
Ngudi yéu cau
(ky va ghi rd ho, chiz @ém, tén)
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Chu thich:
Ghi tén co quan dé nghi thuc hién viéc cp ban sao Trich luc ho tich.

@) Ghi theo noi dang ky thuong tri; néu khong c6 noi dang ky thuong trd thi ghi theo noi ding
ky tam trd; truong hop khong c6 noi dang ky thudng trd va noi dang ky tam trd thi ghi theo noi dang
sinh song.

&) Ghi théng tin vé& gidy to tly than cua ngudi di dang ky, ghi 1o 6, co quan cip, ngay cap ho
chiéu, chitng minh nhan dan hoac gidy to hop 1é thay thé

Vi du: Chang minh nhan dan sb 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2004.

“ Ghi 15 loai viée ho tich da dang ky trude dayay d& nghi cAp ban sao Trich luc ho tich.

®) Ghi 15 tén co quan da dang ky ho tich trude day.

Vi dy: Uy ban nhan dan phuong Bién Bién, quan Ba Dinh, thanh ph Ha Noi.

Uy ban nhan dan quan Hoan Kiém, thanh phé Ha Noi
S& Tu phap tinh Hoa Binh
©) Ghi 1 sb lugng ban sao dé nghi cap.
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VII. THU TUC HANH CHIiNH LIEN THONG

38. Lién thdng tha tuc hanh chinh vé ding ky khai sinh, ding ky thwong tru,
cap thé bao hiemy té cho tré em dwoi 6 tuoi

38.1. Pon vi: UBND xa Tan Loi
- Ma tha tuc: 2.000986.000.00.00.H55
- S6 quyét dinh: 3062/QD-UBND
38.2. Loai thii tuc: TTHC duoc luat giao quy dinh chi tiét
38.3. Linh vwe: HoO tich
38.4. Trinh ty thuc hién:

- Ngudi ¢ yéu cau nop ho so tai Bo phan tiép nhan va tra két qua theo co ché “Mot
ctra” cua Uy ban nhan dan cap xa.

- Cén bo, cong chic tiép nhan hd so co trach nhiém kiém tra gidy to trong hd so,
néu hd so day du, hop & thi tiép nhan va tam thu 18 phi ding ky thuong tri cho tré em
theo quy dinh, d6ng thoi viét gidy nhan ho so, hen tra két qua tung loai viéc cho nguoi
di dang ky; néu ho so thiéu hoac khdng hop Ié thi huéng din ngudi co yéu cau bo sung
hoan thién ho so; van ban huéng dan phai ghi day du, ro rang loai gidy to can bo sung,
hoan thién; can bo tiép nhan hd so ky, ghi 16 ho tén va giao cho ngudi nop hd so
Truong hop hd so khong thudc tham quyén giai quyét thi giai thich, huéng dan nguoi di
dang ky dén ding co quan c6 tham quyén giai quyét theo quy dinh.

- Cong chtrc Tu phap - ho tich cp xa diang ky khai sinh cho tré em ngay trong ngay
tiép nhan ho so.

- Sau khi coéng chirc Tu phap — ho tich cap x4 thuc hién viéc dang ky khai sinh va
cap Giay khai sinh cho tré em, can bg, cong chirc dugc giao nhiém vu lap ho so dang ky
thuong trd kem theo 1€ phi chuyén cho co quan Cong an ¢6 tham quyén, cu thé: Pia ban
huyén thi chuyén cho Céng an x4, thi tran thuoc huyén; dia ban thi x&, thanh pho thudc
tinh, quan, huyén, thi x& thugc thanh pho truc thudc trung wong thi chuyén cho Cong an
cap huyén dé dang ky thuong tra cho tré em; dong thoi lap ho so cap Thé bao hiemy té
chuyén cho Bao hiém x& hoi cap huyén dé cap Thé bao hiémy té cho tré em.

- Co quan Cong an, co quan Bao hiém x& hoi kiém tra hd so, néu thay day da, hop Ié
thi thuc hién dang ky thuong trd (trong thoi han 15 ngay), cap Thé bao hiémy té cho tré
em (trong thoi han 10 ngay).

Truong hop hd so chua day du thi théng bao cho Uy ban nhan dan cap xa biét, hoan
thién.

- Co quan Cong an, Bao hiém xa hoi chuyén tra két qua dang ky thuong tri, The
bao hiémy té cho tré em vé Uy ban nhan dan cap xa.

- Bo phan tiép nhan va tra két qua theo co ché “Mot cira” tai Uy ban nhan dan cap
xa tra két qua cho nguoi c6 yéu cau.
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Khi tra Gidy khai sinh cho nguoi c6 yéu Cau cong chirc Tu phap — h tich ghi vao
S dang ky khai sinh, yéu cau ngudi cd yéu cau ky tén vao So diang ky khai sinh va
Gidy khai sinh.

38.5. Cach thirc thuc hién: Nguoi c6 yéu cau thyc hién tryc tiép hoac uy quyen
cho nguoi khac thyuc hién tai Bo phan tiép nhan va tra két qua cap xa.

38.6. Thanh phan hd so:
- T khai ding ky khai sinh theo mau quy dinh.

- Giéy chuang sinh do co s¢'y té noi tré em sinh ra cip; néu tré em sinh ra ngoai co
s y té thi gidy ching sinh duoc thay bang vin ban x&c nhan cia nguoi lam chang;
trueong hop khong c6 nguoi lam chung thi ngudi di khai sinh phai lam gidy cam doan vé
viéc sinh la co thuec. Dol vé6i trudng hop tré em bi bé roi thi nop bién ban vé viéc tré em
bi bo roi thay cho gidy ching sinh.

- Phiéu béo thay doi ho khau, nhan khau (theo mau quy dinh); S6 h¢ khau cua cha,
me (ban chinh) hoac S6 hg khau cua me (ban chinh) doi véi truong hop tré em déang ky
thuong tru theo me hoac So ho khau cua cha (ban chinh) doi véi truong hop tré em dang
ky thuong trd theo cha hoac S6 ho khau cua nguoi nudi dudng, cham soc tré (ban chinh)
doi vai truong hop tré em khong dang ky thuong trd theo cha, me, ban sao Giay khai
sinh cua tré.

+ Truong hop tré em khong déng ky thuong trd cung ho khau véi cha, me ma ding
ky thuong trd theo ho khau cua ngudi khac thi ngoai ban sao Giay khai sinh, phai co y
kien bang van ban cua cha, me, ¢ xac nhan cua Uy ban nhan dan cap xa Tan Loi, ¥
Kién dong y cuaa chu ho va S6 ho khau caa chu ho (ban chinh).

- To khai tham gia bao hiém y té, Danh sach dé nghi cap thé bao hiem y té cho tré
em dudi 6 tuoi caa Uy ban nhan dan x& Tan Loi(theo mau quy dinh).

38.7. Tén mau don, miu to khai hanh chinh: Khong

38.8. S6 bj hé so: 01

38.9. Phi:

38.10. L€ phi:

38.11. Thoi han giai quyét:

Thuong trd, cap thé bao hiém y té cho tré em dudi 6 tuoi toi da khong qua 20 ngay
lam viéc, ké tir ngay nop da ho so theo quy dinh.

- Truong hop ,h(‘A) s0, thong tin chua day du hoic chua dung quy dinh‘mé Bo phan
tiep nhan va tra ket qua cua Uy ban nhan dan xa Tan Lgiphai hoan thién ho so, bo sung
thdng tin theo yéu cau cua co quan Cong an, co quan Bao hiém xa Tan Loi hoi thi thoi
han giai quyét duoc kéo dai thém khdng qué 02 ngay lam viéc.

- Doi v6i cc x& Tan Loi céch xa try s6 co quan Bao hiém x& Tan Loi hoi cap huyén
hodc co quan Cong an cap huyén tir 50 km trg 1€n, giao thong di lai kho khan, chua
duogc ket noi Internet thi thoi han tra két qua duoc kéo dai thém nhung khong qua 05
ngay lam viéc.
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- Can ¢t vao tinh hinh thuc té, cac dia phuong c6 thé quy dinh cu thé thoi han thuc
hién lién théng cac tha tuc hanh chinh ngan hon thoi han toi da néu trén.
38.12. Pdi tweng thuc hién thia tuc hanh chinh: Cong dan Viét Nam

~ 38.13. Co quan thuc hién thi tuc hanh chinh: Uy ban Nhan dan x4, phuong, thi
tran., Bao hiém x& hoi cap huyén, Co quan cong an dang ky

38.14. Co quan cé tham quyén quyét dinh:

38.15. Pia chi tiép nhan ho so: B phan tiép nhan va tra két qua cua Uy ban nhan
dan cap xa

38.16. Co quan phoi hop:

38.17. Co quan dwoc @y quyén:

38.18. Két qua cua viéc thuc hién tha tuc hanh chinh: g;iéy khai sinh (ban
chinh), S6 ho khau da dang ky thuong trd cho tré em va Thé bao hiém y té.

38.19. Y&u cau, diéu kién thyc hién thi tuc hanh chinh:

- Viéc dang ky khai sinh cho tré em dudi 6 tudi thuoc tham quyén giai quyét cua Uy
ban nhan dan cap xa.

- Céc co quan c6 tham quyén thuc hién lién thong cac thu tuc hanh chinh phai cting
thudc dia ban mot huyén, thi x& Tan Loi, 'ghénh pho thudc tinh cua tinh hoac cung thugc
dia ban mot quan, huyén, xa caa thanh pho truc thugc trung wong.

38.20. Cian cwr phap ly cia TTHC:

Ay ren L& Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh
81/2006/QH11 | Luat 81/2006/QH11 29-11-2006 Quéc Hoi

Quy dinh chi tiét thi hanh mot
s diéu cua Luat HO tich va
Nghj dinh s6 123/2015/ND-CP

1851{I§015/TT_ ngay 15 thang 01 nam 2015 16-11-2015 B6 Tu phap
cta Chinh phu quy dinh chi tiét
mot sO diéu va bién phap thi
hanh Luat H¢ tich

123/2015/ND-

cp Nghi dinh 123/2015/ND-CP 15-11-2015
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39. Lién thong cac thi tuc hanh chinh vé ding ky khai sinh, cap Thé bao hiém
y té cho tré em duéi 6 tudi

39.1. Pon vi: UBND xa T4n Loi

- Ma tha tuc: 2.001023.000.00.00.H55

- S6 quyét dinh: 3062/QD-UBND

39.2. Loai thii tuc: TTHC duoc luat giao quy dinh chi tiét

39.3. Linh vwe: Ho tich

39.4. Trinh tw thuc hién:

- Nguoi ¢ yéu cau nop hd so tai Bo phan tiép nhan va tra két qua theo co ché
“Mot cira” ctia Uy ban nhan dan cap x&;

- Can bo, cdng chirc tiép nhan hd so ¢ trach nhiém kiém tra gidy to trong ho so,
néu ho so day du, hop 18 thi tiép nhan, viét gidy nhan hoé so, hen tra két qua tung loai
viéc cho nguoi di dang ky; néu ho so thiéu hodc khéng hop 1¢é thi huéng dan nguoi c6
y&u cau bd sung hoan thién hd so; van ban huéng dan phai ghi day dua, rd rang loai giay
td can bo sung, hoan thién; can bo tiép nhan ho so ky, ghi ré ho tén va giao cho nguoi
nop hé so;

- Cong chtc Tu phéap - ho tich cap x& dang ky khai sinh cho tré em ngay trong
ngay tiép nhan ho so;

- Sau khi cong chtic Tu phap - ho tich cap xa thuc hién viéc dang ky khai sinh va
cap Giay khai sinh cho tré em, can bo, cong chirc dugc giao nhiém vu 1ap 1ap ho so cap
Thé bao hiém y té chuyén cho Bao hiém x& hoi cap huyén dé cap Thé bao hiém y té cho
tre em;

- Co quan Bao hiém x& Tan Loi hoi kiém tra hd so, néu thiy day du, hop Ié thi
thuc hién cap The bao hiém y té cho tré em (trong thoi han 10 ngay).

Truong hop hd so chua day du thi théng bao cho Uy ban nhan dan cap xa biét,
hoan thién;

- Co quan Bao hiém xa hoi chuyén tra Thé bao hiém y té cho tré em vé Uy ban
nhan dan cip xa;

- B6 phan tiép nhan va tra két qua theo co ché “Mot cira” tai Uy ban nhan dan cap
x4 tra két qua cho ngudi c6 yéu cau.

Khi tra Gidy khai sinh cho ngudi ¢ yéu cau, cdng chirc Tu phap - ho tich ghi vao
S6 dang ky khai sinh, yéu cau nguoi c6 yéu cau ky tén vao S6 dang ky khai sinh va
Gidy khai sinh.

39.5. Cach thirc thuc hién:

Nguoi c6 yéu cau tryc tiép hodc uy quyén cho ngudi khac thuc hién tai Bo phan
tiép nhan va tra két qua cap xa

39.6. Thanh phan hé so:

* Thanh phdn ho so:

- T khai ding ky khai sinh theo mau quy dinh;
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- Gidy chung sinh do co s y té noi tré em sinh ra cp; néu tré em sinh ra ngoai co
s y té thi gidy ching sinh dugc thay bang vin ban x&c nhan cua nguoi 1am ching;
truong hop khong c6 nguoi 1am chimg thi ngudi di khai sinh phai 1am gidy cam doan vé
viéc sinh 12 cd thuc. D6i véi truong hop tré em bi bo roi thi nop bién ban vé viéc tré em
bi bo roi thay cho gidy chung sinh;

- T& khai tham gia bao hiém y té, Danh sach dé nghi cap thé bao hiém y té cho tré
em dudi 6 tudi cua Uy ban nhan dan x4 Tan Loi(theo mau quy dinh).

* S6 luwong ho so: 01 bo.

39.7. Thoi han giai quyét hd so:

- Thoi han thuc hién lién thong céc tha tuc hanh chinh dang ky khai sinh, cap thé
bao hiém y té cho tré em dudi 6 tudi tdi da khong qua 15 ngay lam viéc, ké tir ngay nop
da ho so theo quy dinh;

- Trudng hop hd so, thong tin chua day du hodc chua dung quy dinh ma Bo phan
tiép nhan va tra két qua cua Uy ban nhan dan xa Tan Loiphai hoan thién hd so, bo sung
thong tin theo yéu cau cua co quan Bao hiém x& Tan Loi hoi thi thoi han giai quyét
duoc kéo dai thém khong qué 02 ngay lam viéc;

- Pdi voi cac x& Tan Loi cach xa try sé co quan Bao hiém x& Tan Loi hoi cap
huyén tir 50 km tro 1én, giao thong di lai kho khan, chua duoc két néi Internet thi thoi
han tra két qua dugc kéo dai thém nhung khong qua 05 ngay lam viéc;

- Can cr vao tinh hinh thyc té, cac dia phuong c6 thé quy dinh cu thé thoi han thuc
hién lién thdng céc thu tuc hanh chinh ngén hon thoi han ti da néu trén.

39.8. Co quan cé tham quyén quyét dinh: Uy ban nhan dan cip xa c6 tham
quyén dang ky khai sinh; Bao hiém x& hoi cap huyén c6 tham quyén cap Thé bao hiém
y té cho tré em.

- Co quan truc tiép thuc hién thu tuc hanh chinh: Uy ban nhan dan cip x&; Bao
hiém x& Tan Loi hoi cd tham quyén cap thé bao hiém y té cho tré em.

39.9. Péi twong thuc hién thi tuc hanh chinh:Ca nhan.

39.10. Két qua thuc hién tha tuc hanh chinh:Gidy khai sinh (ban chinh) va Thé
bao hiém y té.

39.11. L& phi: Khong.

39.12. Tén méau don, mau to khai:

- To khai dang ky khai sinh

- To khai tham gia bao hiém x4 hoi, bao hiém y té

- Danh sach ngudi tham gia bao hiém y té

39.13. Yéu cau diéu kién thyc hién thia tuc hanh chinh:

- Viéc ding ky khai sinh cho tré em duéi 6 tudi thuoc tham quyén giai quyét cua
Uy ban nhan dan cip x4;
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- Cac co quan c6 tham quyén thuc hién lién thdng cac tha tuc hanh chinh phai ciing
thudc dia ban mot huyén, thi x4, thanh phd thudc tinh hodc cing thudc dia ban mot
quan, huyén, thi xa thuoc thanh phé truc thuée Trung wong.

39.14. Can cwr phap ly cia tha tuc hanh chinh:

PO , & Ngay ban Co quan ban
S0 ky hi¢u Trich yéu hanh hanh
ng/éO“/ TT- Thong tu 02/2014/TT-BTC 02-01-2014 B6 Tai chinh
Nghi dinh 105/2014/ND-CP -
105/2014/ND- | Quy dinh chi tiét va huéng dan | .. .. e
CP thi hanh mot s diéu cua Luat 15-11-2014 | Chinh phu
Bdo hiém y té
Nghi dinh 06/2012/ND-CP -
Stra d6i, bd sung mot s6 diéu
00/2012NB- | (iia céic Nghi dinh v& ho tich, | 02-02-2012 | Chinh phis
CP NN
hon nhan va gia dinh va ching
thuc
%%2/2010/ TT- Thong tu 08.a/2010/TT-BTP 25-03-2010 Bo Tu phap
CI:SPS/ 2005/ND- Nghi dinh 158/2005/ND-CP 27-12-2005 Chinh phu
%?er/,ZOlg’/ TT- Thong tu 09b/2013/TT-BTP 20-05-2013 B6 Tu phap
46/2014/QH13 | Luat 46/2014/QH13 13-06-2014 Quédc Hoi
05/2015/TTLT | Thong tu lién tich
-BTP-BCA- 05/2015/TTLT-BTP-BCA- 15-05-2015 B6 Tu phap
BYT BYT
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